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Abstract 



This report is a study of library cooperation, of how and 
in what ways it can be enhanced, and of the forces which work 
against such efforts. It compares three contiguous schools in 
th« upper m dwest--a teacher's training college and private 
4 year college in one state with a land-grant university in 
another. It examines the premise that libraries in each of 
these thref^ different institutions can merge onr of their major 
divisions-- technical services- -i-nto a single administrative unit. 
Potential benefits from such a merger were felt to be economic, 
political, social; and educational. The investigator found that 
these schools were not yet ready for such a merger. A rationale 
is supplied which supports this recommendation together with 
several alternative courses of action which will allow the 
schools to begin preparing for such a move as painlessly as 
possible. Accompanying this rationale is a methodology for 
analyzing library cooperative proposals. The methodology 
includes a questionnaire, interview techniques, a statistical 
analysis of acquisition (on-order) file to determine potential 
overlap, a processing'diary study, flow process charts, a staff 
dispersion study , cos t analysis , and a policies and procedures 
analysis chart. 
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Background of Survey ; This is a study of Library cooperation, of how 
«nd in what ways it can be enhanced, and of the forces which work against 
such efforts. It was initiated at the request of three Library Directors 
In upper midwestern Schools where there has been a strong history of 
successful cooperative projects at both the School and Library levels. 
It is worth pointing out that this investigator was assured by top adminis- 
trators in each School visited during this study that the most successful 
demonstrations of cooperation between the three Schools had occured as a 
result of Library activities. \^ 

The purpose of this study is to gain further i\sight into the impact 
of these cooperative efforts and to determine if there are any additional 
areas where future cooperation might prove successful ,\ specifically In 
Technical Services. It will examine the premiss that Llbraiies in each of 
these three different institutions of higher education can merge one of 
their major divisions into a single administrative unit. The benefits from 
such a merger could be economic, political, social, or educational. 

One of the major reasons for this study is that economic fact of life 
which has gripped all of higher education - curtailed budgets. Indeed, one 
School admlnlstr^or (not a- librarian) infomied this investigator that he 
would require an 18% increase in his budget just to maintain existing services. 

One can easily appreciate .the magnitude of those forces which face Li- 
braries by examining the recent increases in subscription prices of journals. 
Some examples of these increases are given in Table 19 and were taken from 
a recent issue of Library Resources^& Technical Services (31, p. 140). 

The college and university administrator of today has been placed in 
the untenable pofeltion of trying to continue the same or equal services with 
less dollars. When budgetary increases are not forthcoming there is only 
one alternative - to curtail spending. The probler thus becomes where and 
how such action can take place with least damage to the School. Without a • 
selection of options, It is possible that such curtailment would destroy 
muscle as well as fat and thereby jeopardize the quality of the educational 
experience offered by each School. Libraries, therefore, must be prepared 
to submit a number of options which will yield the -same services or an 
acceptable substitute for less dollars rather than more services for the 
same dollars as has so often been suggested. 

Academic Libraries have a long history of cooperation and as Patrick 
(32, p. 1) points out, "...have proposed cooperative ventures long before the^^ 
other parts of their institutions expressed any interest in such ventures...." 
They are well prepared to meet the challenges of current financial exigencies 
with bold new programs. Hopefully, this report can point out some courses 
of action as well as pitfalls to be avoided in the initiation of such programs. 

Goals and Tasks of Study : This study will undertake to examine the 
feasibility of joining the three Technical Services Departments, In these 
Libraries into one physical entity and of determining if such a merger 
could work to the economic benefit of all. This will be accomplished by 
seeking answers to the following questions (tasks) as outlined in the 
original proposal: 

i3 
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!• What legal/operational/mechanical .factors operate to deter 
formation of a centralized technical services unit? 

2* What legal/operational/mechanical factors operate to encourage 
formation of a centralized technical services unit? 

3. What overlap is there in journal holdings (titles)? 

4. What are the possiblities of overlap occurring in the on-order 
files of each member institution? \^at institutional charac-- 
teristics are reflected in these files? 

5. What potential is there for the central storage of lesser used 
material by Consortia members? 

6. For each Department in each institution determine or prepare the 
following: 

a« How long does it take to catalog a book (title)? 

* 

b. How long does it take to process a book through acquisitions? 
How much does it cost to catalog a book? 

d. How much does it cost to order a book? 

e. What forms/files are presently in use in each Catalog Depart- 
ment? Xn each Acquisitions Department? 

f * Prepare a flow process chart showing the movement of a new 
title through the Catalog Department? 

g. Prepare a flow process chart showing the movement of a new 
order through the Order Department. 

7. Hov are other T.S* activities handled? For example, searching and 
verifying of bibliographic requests, ordering and preparation of 
cards, binding, serials check^ln, -catalog-maintenance and book-- 
keeping/accounting? Discover what commonality or consensus 
exists in these operations. 

Setting of Survey - General Institutional Characteristics : The prin- 
cipals in this investigation are a land-grant university in one state, a 
church school and a teacher trainin£_college in another. The two states 
concerned are Minnesota and North Dakota. Any proposed cooperative endeavor 
must, therefore, be prepared to bridge the gap between the needs of a college 
and those of a university, between the funding requirements of private and 
of public sector support, as well as cross state boundaries with all the 
bureaucratic paraphernalia such actions require* For a more detailed 
summary of those general institutional characteristics which could affect 
such a merger the reader should examine Chart 1 Policies and Procedures-^^ 
General University in the Findings portion of this report. 



Description of Participants " the Libraries and Their Cooperative 
Projects In Each Institution : Cooperation can cake place at many levels 
and call assume many forms. Libraries can share their resources (money, 
staff, holdings, services, equipment, expertise, records, and physical plant) 
In a number of ways. Indeed, the three Libraries examined here have already 
)»egun such efforts despite their many differences, -coperatlve projects 
already underway Include the following: a union list of periodical holdings 
involving major Libraries in the area, the sharing of catalog cards for 
microforms, exchange of standing order Information, a teletypewriter com- 
munication network, photocopy service, and a shuttle service. 

There were as many differences as there were similarities ^mong the 
three principals of this investigation. Size of the staff ranged froro^ 32 
to lA not counting part time or student help, operating budgets varied from 
$550,601 to 232,286, number of volumes in book stock (1972/73) ranged from 
255,600 to 161,115, and hours of opening from 83.5 to 88 per week. 

So we find a number of disparities between these three Schools which can 
and will affect any cooperative moves. For a more detailed discussion of 
these differences and similarities, the reader shou]^ examine Policy and 
Procedure Charts 2-7 vrlth their index Chart 8. 

Benefits, Liabilities, Qualities, and Prerequisites of Cooperation - 
The Literature Revlev? : The strength of any cooperative venture lies in the 
intrinsic differences of its members and in the ability of these differences 
to complement and to support one another in the context of a common purpose. 
Both Inllvlduallty and commonality are thus essential /to any cooperative 
endeavor. Put another way, one may say that the strength of any coopera- 
tive program lies in its commonality of purpose and product, and in Its 
differences of program. Hammer and Sokolski pointefl to such commonality 
of purpose and product in their discussion of the success achieved by the 
Massachusetts Central Library Processing Service, processing center 

can only be successful if the members agree to accept a standard product 
and to coordinate their needs with the needs of the cither members.... The 
principles of cooperation, standardization, and mass production have been 
the secrets of success in this processing service...." (22, p. 125). 
Kllgour has added a slightly different dimension to this theme by noting 
that, "...a truly cooperative <;e;iter establishes goals that are not achiev- 
able by individual libraries...." (2A, p. 138). 

There are a number of successful processing centers and academic li- 
brary consortia in the United States (22, 23, 24, 25, 28). KUgour 
(2A, p. 138) has summarized the three qualities which characterize their 
success. First are those things which make "...possible the establishment 
of new objectives for a group of cooperating libraries as distinguished 
from the classical goals of individual libraries,..." The second quality 
of cooperation he calls "...the sharing of resources without cost to the 
Institution providing the resources..,," and the "...third quality of coopera 
tlon is the pooling of Uuraan and financial resources to achieve a syatem 
unattainable by individual libraries...."' 

True cooperation thus requires both consensus and Individuality in 
order to survive and grow. Individual programs and strengths must continue 
but always on the common ground of purpose where benefits are assured to 
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all participants. This does not refer solely to the economic or societal 
benefits, although they must not be minimized, but to the much broader 
unity of educational purpose which brings people/institutions together for 
a better tomorrow yet allows each participant freedom to seek, discover, 
and develop those things which it does best, to build their own centers 
of excellence, if you will, and at the same time make?J each library obligated 
to its neighbor for those things it cannot or will not do for itself. 



IG 



METHODOLOGY OF SURVEY 



Work Schedule for the Investigation ! This study began April 7 In a 
preliminary interview with the Directors of the three Libraries concerned. 
April 7, 8, and 9 were spent in exploratory sessions and In reviewing the 
proposal. Work actually began at Library C during tie week of April 21-27. 
The fdllowlhg week, April 28 - May A was spent In Library A. Questionnaires 
and diary studies were also distributed to the Libraries during this second 
week. The final week of data collection, May 19-24, was spent In Library B. 

In each Library a number of tasks were undertaken and survey techniques 
used. These were as follows: interviews, anonymous qviesLionnalres distrib- 
uted to Library, staff (everyone on the payroll), systematic sampling, staff 
dispersion, review of documents and files, flow-charting of selected opera- 
tions, diary studies, and the construction of policies and procedures charts. 
Each of these will be discussed in more detail in the following sections. 

Questionnaires : Early in the study an open-ended questlonnajtre was 
drafted and distributed (April 25-26) to all staff in each Library. This 
was done In order to assure as broad a bf»se of representative input as 
possible and to allow all who wished to be heard a chance to make their 
feelings known regarding the proposed merger A copy of the survey 
instrument used with its attached cover letter accompanies this report as 
Exhibit 1. ° 

Replies to this questionnaire enabled the investigator to obtain a 
demographic profile. of the respondents as well as their anonymous reactions 
to the proposed merger. Although the three open-ended questions asked were 
essentially the same as those posed during the interview, the investigator 
felt it was necessary to use them both places. The questionnaire allowed 
the respondent to remain anonymous while the interview allowed the Inter- 
viewer to probe for additional details/reactions from the respondent. 

Response to the questionnaire ranged from good (Library A 91.7%) to 
fair (Library C 50.7%f, and was judged acceptable for the purposes of this 
analysis See Table 1 for a summary of questionnaires sent /received, 
response rates, and a demographi<f\prof lie of the respondents. Replies to 
the questions have been tabulated in Tables 2-6 and 8-10, 

Questions 5, 6, and 7 of this questionnaire were open-ended and each 
respondent was encouraged to write out his reply. Many did so and these 
afforded the investigator an excellent insight into the^ reactions of staff 
t9 the proposed merger. All questionnaires were anonymous and the respondent 
*were quite candid in their replies. A cross section oj these replies 
accompatiles this report as Exhibit 2. "A Digest of the Narrative Replies 
Written In Response to Questions 5, 6, and 7." These will be discussed in 
more detail In the Findings portion of this study. 

Compilation of the data taken from this questionnaire was performed 
using a standard set oi statistical programs titled SPSS. -An explanation 
of this package is contained in a book by its developers Nic, Bert, and 
Hill (2). ^ This set of programs jenabled the Investigator to calculate 
sums, means, variances, frequencies, pcrcentases, and to cross tabulate . 
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them in a fashion which would have taken much longer if done by hand. This 
is an immensely useful set of programs and should receive wider attention 
among members of the library profession. 

Interviews : In addition to the sending out of anonymous questionnaires 
this investigiitor elected to use individual and groip interviews as survey 
instruments. This was done in order to allow the investigator to probe the 
replies of the respondents with the goal of opening up areas of concern or 
problems which had not yet surfaced. Oral interviews allowed the investi- 
gator to follow-up a line of questioning which, he could not have done using 
only a" writ ten questionnaire. These meetings also helped to clear the air 
and to reassure the respondents that this survey was, not being done simply 
to find data supporting a decision already made. Indeed, at no time during 
the course of this survey did anyone attempt to influence its findings 'for 
or against the merger. Each respondent sought only to present his/her own 
views in as clear a fashion as possible. 

In order to strive for maximum input from all Library staff, care was 
taken to interview as many professional, paraprof essional, classified, and 
student employees as wished to be heard. Ndf student employees as. such 
asked to be Interviewed, however, although a number of student wives (as 
clericals) were interviewed. Interviews were conducted either on an indi- 
vidual basis or in group meetings. In addition, the investigator attended 
at least one staff meeting in each school plus the TCL Periodicals Union 
List Committee (April 22) meeting as an observer. This was done in order 
to introduce the Principal Investigator to the staff, to make pertain 
everyone understood the purpose of the survey, and to give the P.I. a 
flavor of staff concerns and actions. Interviews were lield with Library 
staff in each school. The number of staff, interviewed was as follows: 
Library A 19 ^ Library B 9, and Library C 7. The investigator met with 
©11 classified staff as a group in Library B, 

In order to obtain further insight into the problems of cooperation, 
interviews were conflucted with various administrators outside the Library. 
These included th^ T.C. Provost, the T.C. Coordinator on each campus, the 
administrative officer on each campus to whom the Library reported, the 
administrative officer responsible for the business and/or financial opera- 
tions of that school, and the former T.C, Libraries Coordinator ^nd his 
Assistant. 

Each person (group) interviewed was asked three questions In the 
following order: 

What do you see as the major benefits to be gained from a single 
cooperative processing (T.S.) center for all three Libraries? 

2. What do you see as .the major obstacles to such an agreement? 

3. How and in what other areas do you envision cooperative agreements 
working between the Libraries in, question. 

A secondary purpose of this interview schedule wis to allow the P.I. 
to answer, In as candid a fashion as possible, all questions concerning 
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the proposed merger. The Interview also served to encourage staff Input. 
This technique was found to be successful in that it elicited a broad range 
of replies, altholigh some negative reaction to the merger was encountered, 
it was certainly in the minority with each staff adopting a wait and see 
attitude. Most staff member^ elected to reserve judgment until the data 
was assembled and tho Recommendations prepared. Indeed, each staff seemed 
receptive to the idea of one center and, with a, few exceptions, most felt 
there could (in the sense of might) be sayings of money, staff, and time. 
In support of this view,^ the reader is referred to the narrative replies 
In Exhibit 2 and to the interview section of the findings reported by this ' 
Investigation - 

The* number of Interviews (both in and out of the Library) held in 
each School was as follows: Schoql A 2A, School B 15, and School C 13. 

Analysis of the Acquisition (On-Order) File : In order to determine 
the characteiristics of those items on order in each Library and to discover 
what level of overlap was likely to be encountered at any given moment 
between the three pn-order files, a systematic sampling study was conducted. 
Information concerning tjie sample and how it was taken may be seen in 
Table 12. Each sample was compared with the entire on-order file main^ 
tatned in each of the other two Libraries. All samples were drawn and 
comparis'ons made during the week of April 22-28. The characteristics of 
each file may be seen in Table 11. All conclusions, are based upon the 
assumption that the on-order file at the moment sampled was typical of the 
file during the entire year and that no atypical conditions existed during 
this stiidy. 

For the most part this was a straightforward sampling problem in which 
sample sizes ranged from 7.69% to 8.94% of the file. See Table 12. In 
addition to the amount of overlap existing between the on-order files, the 
-^mples were also used to answer other questions regarding the quantity of 
items on order which contained an LC card number, were in English or a 
foreign language, were published in/outside the U.S., and were published ^ 
within the last 6 years. Distribution of the dates of- publication may be * 
seen In Table 13 where the numbers of publications bearing a given date 
have been tabulated. Dates of publication listed here were the most recent 
date for items having several dates or the latest date issued for itfems 
which were copyrighted and then reissued at a later time. 

In so far as possible no standing ordtrf^ for serials were included. 
Standing orders for Library A were noted in the on-order file of Library B/ 
however, but were hot Included in the sample drawn from that file. 

Since one of the,, ma^or questions to be answered by this ti\vestigation 
regards the feasibllity/possihillty of being able to batch orders, l..e^. 
send in more than one order for the same book at the same time, it was 
Important to determine the extent of any overlap be twee \ the three on-ordfer 
files. The assumption being that where overlap existed it' would be pos- 
sible to order two or more copies at the< same time and thereby accrue a 
processing advantage. Such overlap would also' serve to indicate the 
presence of common purchases and/or the existence of common Interests t 
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In order to obtain some quantitative measure of overlap and its ' 
likelihood of bccurrance confidence intervals (95%) ^ere drawn around each 
.overlap ratio for a comparison between the two files using the following 



equation: 



\^ P(l ■ T) \J ^ - n " Equation 1* 



*. 

a/2 



in which P » the best estimate we have of the overlap ratio 

i 

A * sample size 

N ^ population size 

• * 
2 « 1.96 a constant used for the 95% C.I. 
a/2 

•processing Diary Stu'dy - Acquisitions and Cataloging Departinents ; 
In order to disco'^er the amount of time rcTuired to process an item (rather 
than the placing and receipt of the order itself) through the Acquisitions 
and Cataloging Departments in each- of the Libraries examined, 'a diary study 
was conducted. This was accomplished by roeans^of a processing slip 
(See Exhibit 4) which was added to each piece as it was unpacked by the 
Acquisitions -Department . The date (Julian) of unpacking was then written 
on the slip as the day when the study began with "the l^iltialff of the recotder, 
Note that this technique is not Intended tx> measure vendor performance or 
the time taken to deliver a book to the Library, only the In-house proc- 
essing time. This diary slip accompanied the book all through the proc- 
essing cycle "With appropriate Julian dates added as the book left the 
Acquisitions Department, as the book arrived in the Cataloging Department 
(«ot always the same day or even the next day in some cases), and finally ' 
as the book left the Catalogii^p Department for the public area. In each 
case the initials of the recorder were als<> added to the slip. This device 
enabled the cuthor to calculate the number of days an Item was kept in 
each Department by subtracting d-iy in from^^d^out. »VJhenever day in 
equals day out, processing time was taken as one. > ^ 

Seven hundred diary slips were prepared and, distributed in Library A 
and seven hundred in Library B. In each case six hundred were given to the 
Acquisition Librarian with the request that he/she begin the study on day 
121 (Library A) ^and on day 123 (Library B) . 

One hundred slips were planted by the P.I. in books along the shelves ^ 
of the Cataloging Departments In Libraries A and B. This was done in order 
that the study would reflect riot only the current processing load but what- 
ever problems might have been pu|^ aside for special handling or attention. 
Unfortunately, a very high proportion of these items have ppt yet emerged 
from the processing cycle (as of July 15, day 196), and it is assumed that 
they are still in cataloging awaiting handling. The number of returns may 
be seen in Table 15, "SuiiBnary of Methods and Timetable for the Processing 
Diary Study." 

* This equation was suggested by Dr. Thomas Boardman of the C.S.U. 
Statist tea Department. \ 



No slips were distributed in Library C due to the absence of a 
backlog In the Acquisition Department and because information on the time 
required to process a book could be more easily developed from another 
source. See dedication page in Exhibit 23c where date of arrival is written. 
Dat^ for Library C was acquired by subtracting this date (the date that Item 
-arrived in the Library) from the date On which that truck load was moved 
intb the public service area. This was assumed to be the amount of time 
requlr.ed by the Cataloging Department in Library C to process the book. 
(See Table 15.) 

All data acquired in the diary studies was manipulated by the computer 
to show the mean processing time for acquisitions and cataloging, standard 
deviation, standard error of the means, and a 95% C.I. -around this mean 
using the equations: 



Standard deviation s - \ / nSX^ - (IX)^ Equation 2 

n(n - 1) 



Standard error of the mean ' Equation 3 



8 " s/ 



and the 95Z C«I. around the mean Equation A 

y. ± t dfs_ 
a/2 X 



This still left a fairly high proportion of the planted slips not yet 
accounted for (as of July 15). In order to discover a revised mean processing 
time for the slips received' after July 15 of the one hundrjed planted cata- 
loging slips. Dr. Thomas Boardman of the C.S.U. Statistical Lab. suggested . 
the following equation based upon .aii exponontial distribution: 
*^ _ ^-y 

r ? + (N - r) T _ 
X A. „ , - Equation 5 



X, 



Where x. ■ revi:sed estimated mean val'u^ (days) 
r ■ number returned 
N ■ number sent out 

T * total nui4>er of daVs each slip has been out » today's 

• date minus the date when^ the slips were planted 
¥ " Calculated mean time for allNbo.oks. 

^ 21 X - ■ 

t 



Thus when 


Library A „ 


Library B 


r • 


' 16 


^1 


N • 


100 

* 


100 


T - 


196-121 


196-123 




16.8039 


19.2104 


Time in Cataloging A. ^ 


AlO days 


127 days 



If this value Is recalculated (August 1) on the basis of samples which 
have been received after day 196 but before day 213, then we find that of 
those slips planted in the, Cataloging Department the total number which 
have now returned Is: 

. , ^ ... 

Library A 16 + 17 new - 33 » r^ • , 

Library B Al + 50 new - 91 » r^ 



and 



- 213 - 121 = 92 

A 

T„ - 213 - 123 - 90 



Ualng Equation 5 we now find that the number of days required to process a 
book through*Catalogins Is: 

Library A « 203 days 
Library B - 28 days 

Flow Process Charts for Acqulsliilons and Cataloging Departments ; These 
diagrams are intended to show the movement of materials and/or processing 
documents through the respective Departments in a series of sequential steps 
This technique is based upon one suggested, by Dougherty and Heinrltz (30); 
Charts were. prepared for each "Library as follows: 

Library A ; . , - 

1, Steps To Order A Book t . ' / 

2. Handling of Gifts (Monographs) 



3. Processing Of Standing- Orders (Serials) 
.A. Movement Of 'An invoice fox Books Received 

5. Processing Through Cataloging (Books) 

6. Recataloglng (Dewey to LC) 

, 7*: KWIKAT . . 

1. Steps To Order A Book 

2. Book Arrival Cycle ^ 

3. Handling Of Gifts 

4. Checking In Of Documents 

I 

Library C ; 

1. Steps To Order A Book 

2. Book Arrival Cycle 

3. Processing Through Cataloging 

4. Order Cycle - Director's Office * 

Staff Dispersion Study t; This part of the survey was undertaken to 
determine how far Library staff .members have beep dispersed from those work 
areas or files they would normally be expected to use in the course of their 
everyday activities. The purpose of such an analysis is to submit recom- 
mendations on the best physical location for a cooperative processing , 
center. 

Staff work areas (desks) and files In both the Acquisitions and Cata- 
loging Departments for each Library were examined as well as A rough approx- 
imation made of the total available square footage f«r each function. 
Findings have been presented in Tables 17 rnd 18. 

Calculations use the basic TMU or Time Measurement Unit- described by 
Crossan^and Nance (26, p. 39) in which one TMU « .00001 hour, ,0006 minute, 
or ,b36 second. Time Measurement Units can also be thought of as 
100,000 « one hour, 1670 "1 minute, and 28 -.1 second. 

Maynard (27, p. 5-113) suggests a standard of 15 TMU*8 per utrlde ^r 
the basic body motion of unobstructed walking. This Is quite close to the 
standard of three miles per hour walking speed as follows: 



— _ 

3: miles 15,840 ft. ^ 26A ft. _ ^ A. A ft. ^ 2-. 2 ff... „ 26, A inch step 
^p^our " 60 minutes " 1 minute * second' .5 stecQnd ,5- second * 

or a 26. A inch" stride every half second. * 

- 1 • 

Kaynard's 15 TMlI's pey step gives 



/l5_TMu\ A 036 second s\ .5A seconds/ step 
\ step / TMU / * 



or one step every half second". Multiplying .5A by the number of s^eps 
shown in each cell of Table 17 gives the travel time necessary to move . 
.between these two points. 

If we consider that an>8 hour day will have-6p x 60 x 8 - 28,800 seconds i 
then Table 18 shows the percentage of* each day spent in a conservative 8 
round or 16 ojtie way trips made by respondents. 

Cost Analysis ; The cost analysis techniques used In this study were . 
perforce very elementary and unsophisticated. This was due both to the in^ 
complete data obtained apd to the lack of consistent definitions for th6ae^ 
data elements, 

Dollaus weife adapted as the only measure of cost rather, than the more 
traditional economic definition of cost as benefits foregone* Thus dollars, 
when taken in the context of this report, are uaed as a comparative Measure 
(yardstick) to calculate resource consumption against units handled/produfced. 
** , * ' 

In any comparative study where thji^investigntor wishes to derive unit 
costs from operational costs, there a&j^four basic cost centers which must be 
considered In the construction' of the costing algor^.thm* In this study these 
&re: 1* the number of units produced * or handled by the Acquisition and 
Cataloging Departments, 2* the hours (annual) of staff tinje required to 
produce these units, 3. the real d<3rllars (annual salaries not including 
deductions or fringe benefits) paid the staff in order to-obtain these hours, 
and A* whatever overhead contributions the investigator feels should be 
attached to the operation- of that administrative -unit without doing violence 
either to the cost algorithm or' to the ^derived unit costs. Overhead thus 
becomes a matter of one's philosophy of costing and can be as inclusive or 
as exclusive as one chooses to make them. All of this must be considered 
within a common time frame determined before the data are acquired and subject 
to consistent definitions* The result is a cost per unit produced* See 
Table 22. 

Under the circumstances dictated by tMs study, the investigator has 
chosen to consider as overhead all of tHe fringe benefits currently available 
to the staff whether they elect to take them or not. See Policies and 
Procedures Chart. This includes such things as payments by the School toward 
social security, all categories of leave, travel allowance, tuition. waiver , 
all types of insurance, all retirement benefits, moving -costs, etc. For a 
list of these see Policies and Procedures Chart 2, 

- ■ _ - __ .■ ■ -. I ■ - ■ ■■ M M J .^. 

* Strides measured for those people in Libraries A, B, and C used to gather 
* 4;his information were: 23", 26", 36", 25". 



The rationale behind this strategy Is that staffing patterns are 
established and budgets prepared (with costs subsequently Incurred), as if 
these fringe benefits were taken. Fringe benefits used In this' study were 
quantified as an aggregate percentage of staff budget (salaries .for that 
Dept.) In each Library. These were quantified at 16% for Llbrary°A, 17% 
for Library B, and 18%. for Library C. In addition to the fringe benefits 
allowed each staff member, 4% of the Departmental salary budget was applied 
to cover administrative staff (those outside the Dept. such as the Dlifector, 
his secretary, etc.) costs, and 65f of each Departmental salary budget will 
be added to Include those operational costs (overhead) Incurred by the entire 
Library such as heat, lights, phone, lawn care, snow removal, equipment 
replacement, building maintenance, etc. See Table 22. 



1 



25 



13 



FINDINGS 



General : . 

I 

1. The Libraries reviewed in this liivestlgatlon are not yet ready 

to merge their Technlc.-.l Services Departments into one central cooperative 
processing center. 

A further word of explanation and supporting documentation follows. 
The attention of the reader is directed specifically toward the infornation 
in the Policies and Procedures Charts which accompany this report. Chart 8 
is a summary lidex. The attention of the reader Is also invited to the 
Recommendations portion of this report. 

2. Items In one Library are not always available to any user from 
the other two Schools. For ejcample, curriculum materials in Library C may 
not be circulated to students from School B. In addition, periodicals do 
not circulate to all students or faculty within the system. See Chart A 
Items 5 and 6, and Recommendation 10. . ' 

3. One Library (B) has elected to catalog U.S. Government Documents 
using LC proof slips and/or original' cataloging. Documents are listed In 
the card catalog using cotporate entries. The filing rules governing the 
arrangement of such entries are quite complex with the result that the 
patron has great difficulty finding such material. For examples of this 
complexity see Exhibit 7, "Catalog Cards Illustrating Filing Order Used for 
Corporate Entries of U.S. Government Documents tn Library B." Additional 
examples of U.S. Government Documents and how they are treated In this' 
Library may be seen in Exhibit 8, "How U.S. Governments are Catalogued." 
For recommendations on this problem fiee, "Recommendations - Library B fl." 

- .' A.- Non-print materials Are not alvzays handled In the same or even 
similar ways by each of the three Libraries. Indeed, there is a variety of 
guides/codes now in use for the handling of such material by the three 
Libraries studied. For example; Library A uses references 9, 12, and 13 
as guides for the handling of their non-print materials; Library B uses 9 
and'lA; while Library C uses 9, 12, and lA in organizing and preparing for 
use their non-print materials. 

It is interesting to note that this follows a national trend pointed 
out by Chan in her jfcrticle on the "Year ' s^ Viork In Catalogirig and Classifir 
cation...." She states that, "... the area most in need of standardization 
Is cataloging of nonbook matferials. . . " (29, p. 109). See Recommendations - 
Cataloging 9. * 

5. Spine labels are prepared for books (monographs and bourid period- 
icals) in a variety of ways and placed on the spines using in-house codes 
which differ from Library .to Library. Althdugh there Is soijrc uniformity 
here, it is quite limited and mOre vtIII be required before a uniform product 
can be obtained. See Exhibit? 21a, 21b, and 21c. 
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6. There are a number of differences In cataloging practice which 
have resulted over the years in a variety of cards for the Same book« See 
Exhibits 12 and 13. • 

7. Ready-made catalog cards for large sets of retrospective holdings 
are not always shared with the other two Libraries. This is not a good 
practice and shou^ be discouraged. See Exhibit 22, ^ 

■^8. Differences in accounting and State fiscal policies pose very 
serious''* obstacles to any merging of Technical Services. Indee^, this author 
sees no way to reconcile these differences short of legislation. Examples 
of such r'es'trictions may be seen in'Items 2«T 29^ and. 3A in ChaH, 3, Item 
,11 in qhart 5, and Item 12 in Chart 7» ".. See Recommendation 9. ^ 

9, Each Library coald gain much from a concerted work simplification 
effort and systems analysis. See the Erocessing Charts and the Policy and 
Procedures, Charts which follow. 

.\ 

Summary of Procedural /Operational Differences and Similarities By 
Department ; X»^roductlon . There were numerous threads of commonality as 
well as disparity which ran through the study. These will be presented with- 
out narrative in a series of Policy *nd Procedure Chart«.j Essentially this 
is an inventory of thosa factors which could hav^ an impact upon the - ' ^ 
proposed merger. These are as follows -for each area investigated: » 

Policies and Trotedore*: , <peneral University - ' 



. Chart 


-1. 


Chart 




Chart 


3. 


Chart 


4. 


Chart 


5. 


Chart 


6.. 


Chart 


7. 


Chart 


8. 



Procedures: General Library - Staff 

General, Library - Operation 
Policies and Procedures: )Circulation 



Policies an|J 
Policies and Procedure:^; 



Summary Index to the Legal/Operational/Mechanical Factors 
V * Which Operate to Inhibit/Encourage A Merger 

Whenevet; possible precise data was gathered for this portion of the invest iga 
tion. This was not always possiMe, however, because of the many qualifying 
' factors (note expecially the section on Fringe Benefits), jr because of 
conditions which may have changed during the study. What is presented here 
is incended to give the reader a flavor of those differences which n6w exist 
and wl^lch must be reconciled in the event of a merger, 

10.. There were decided differences, in tax (income) levels ^between 
Mliwiesota an\i Norjth Dakota, This was especially nctic.able in the $5,000 to 
$8,000 bracket. , For example^ a^staff member earninf $6,000 a year in North 
Dakota would pay $160 tax while.- the same staff member in Minnesota would pay 
$375. ' Please rejnember that tfheie figures were taken from Table 21 and 
* represent approximations which have not taken into consideration deductions, 
exclusions,' etc. for each State. / ' 

- • ■ ■ a7 
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SUMMARY INDEX Xb THE LEGAL/OPERATIONAIi/MECHANICAL FACTORS 
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Acquisition (On-Order) File Analv -^s; The on-order file in each 
Library proved to be an excellent source of information about that Library 
and its activities. This file also provided a number o^ interesting insights 
into the general operation/philosophy of the Libraries surveyed during this' 
project as well as the characteristics of the items each ordered. For - 
example, ^ in apparent from the data gathered that :\ high percentage of 
the material ordered by each Library will be Iti English and will be of a 
current nature (either published or f eissue<i in the last six years) , See 
Table 11. In addition, many orders contained the LC card number which can 
be useful' both in ordering cards and in accessing' bibliographic files sucW 
.as Cards^t or OCLC. " Library C does not regularly include the LC card in- 
formation on its order slips but some (12%) of its order cards did contaih 
this information, ^dditiohal characteristics such as the ratio of current • 
to retrospective orders, ratio 'of U.S. to foreign publications, and the nysber 
of items in French, German, or Spanish from eadK on-order file are Also jjlfi- 
played in Table 11. • ' 

A fairly- high percentage of all items on ordet w^re, published/issued 
In 1973/ 7A. For each Library these were as follows: Library A 57.5%, 
Library B A5.3%, and Library C 27.2%. Interestingly enough this appeared 
to be directly related to Library size. The distribution of items on^-order 
(sample) by their dates of publication may be seen in Table 13. Publication 
dates for items on order have also been plotted In the histogram for Figure 1. 
In all cases the curve dropped away sharply until 1968 then leveled out to 
a long sloping curve. Clearly Aost^f the items required by these tW^e 
Libraries will be published/issued In the last six years. There wds' little 
Interest in obtaining items published" before 1900 among' the three Libraries, 
The percentages of items in each file which were published or reissued in 
the -revious six years (1969 to date) were as follows: Library A 8A%, 
Library B 81%, and Library C 67%. The percentages of items 'in each file 
which were in English were also high as. follows: Library A 95%, Library B 
97%, and Library C 92%. 

Based upon'tffe above facts (high number of current English language 
orders), the author feels that all of the Libraries surveyed oan reasonably, 
expect to score a large number of hits v/hen comparing their current on-order 
files against the existing MARC tapes (monographs) data base. The author 
also feels (this is an intuitive judgment and without the necessary support- 
ing cost data as of this writing) that the ratio of hits or successful 
matches will be sufficiently high to justify exploring use of the MARC data 
base (through OCLC) as a source for the initial verification of biblio- 
graphic copy on a purchase request ^s #cll as for the production of 
bibliographic copy on catalog cards. See the recommendations section of 
this survey for additional discuGsion on this point. 

In order to discover what ^lik^lihood exists for batching orders, i..e, 
of being able to send off two or raoi^e orders for the same book at the same 
time, the three on-order files were Jexarained to, determine their overlap by 
comparing a sample drawn from eacli. fir^e*' with the entire contents of the 
other twb. A more detailed Xixplanation of the procedure and the calculation 
of, a C.I. (95%) is -^en in the section of this report devoted to methodology. 



Very little evidence of commonaMty Was found between the three files*. 
See Table 14* Indeed, when the sample drawn from Library A was compared * ^ 
with the Entire on-ordej: file of Library B only seven items were found in , 
coranion. The confidence interval consttucted around the best estimate 
(7/157) of overlap tells us that 95% of the time the probability of overlap 
occurring betyee^ A and B will be between .01 and .O?. In effect this, 
means that most of the time (95%)/ the chances of ov.erlap being present 
are between 1% and 8%. Very seldom (5% of the time) will the chances of^ 
overlap be greater than 8% or 1 in 12, Or put another way^ less than 5 ^ . 
out of 100 times will there be more th^n 8 qf the same books in both 
Libraries when A is compared with B. 

> * 

When Library A wafe compared with Library C, the investigator found the 
same lack of duFlication. Most (95%) of the time the probability of over- 
lap occurring was very slight ranging between less than 1% (actually .002) 
and 5%, Very seldom will the chances oi overlap exceed 5% (4,9%), Thus 
we may say that the chance of overlap occurring between A and C are 1 in 
20. Or put another way less than 6 out of 100 times (5% or less of the 
time) will there be more than 5 books In the oh-order file^of Library A^ 
which are ilso in Library 

These same operations were performed for each- Library an4 as the 
reader can see from Table 14 the chances that overlap will occur are very^ 
^slim ranging from 1 in 12 to 1 <tn 20, There is very little overlap to b^./ | 
expected |in the present makeup of these files and one may expect.^very fe^y 
books to be on order at the same time by any two of the tnree Librxrries. 
There is no advantage to be gained,, therefore, from multiple orders for the , 

same book. * , 

" ■ .- 

This poses a piajor obstacle to the attaining of "..^such benefits as 
large discounts and Inexpensive cataloging.,.,*' referred to by Hammer and 
Sokolski (22, p, 125) in their d^criptlon of the Massachusetts Central 
Library Processing Service, As/ these authors point out, **the greate»£ 
economies arc achieved by a volumfe operation. If an average of at least 
seven copies of a book orderecl/at the same time can b^ maintained, good ^ 
discounts will be had and volume cataloging can be produced. If a system 
gets away from the coordinated acquisitions concept, the benefits of a 
volume operation are lost and costs rise rapidly,,.'* (22, p. 125), Under 
present conditions TCL cannot hope, to attain such a goal and must, there- 
fore, be prepared to forego its advantages. ^ 

In conclusion, it might be well point out a few of the more, signifi- 
cant characteristics of each on-order flla noted In the course of this 
Investigation. Tlie on-order file at Library B also contains desiderata-^.. . 
(not yet on order) of its own and standing orders from library A. In addi- 
ti n, Library B places the annotated scle.ction cards from Choice into its 
• f 1 2 as order cards and adds such additional informatioA as thepPO //, 
funif If, S^C, IP, 00, and the name of the individual authoAzing that purchase 
tb each card. There were 32 (2A% of the sample) such eholcc cards drawn 
with the sample from Library B indicating a' high incidence of such use. 

The on-order file in Library A contained a high percentage of orders 
handled through a vendor. In the sample 62% were placed with R. Abel, 
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24% with Baker & Taylor, 52 were placed with European Bookseller, and 9% 
were placed directly with the publisher • This preference was not detected 
to this degree in the remaining two school^ where 4 vendor (middleman) name 
was net usually displayed on the order slip. ,SeeuJ[*olicy and Procedures 
Chart 2: A^.iuisitions for a summary of the three Libraries in this respect* 
Ordering through a vendor represents^ a management philosophy (or bureaucratic 
constraint depending upon ones puint of view) which will have to be reconciled 
should the Lihraries wish to merge their T^S. processing in one center • 

Questionnaires and Interviews : Although questionnaires and interviews 
are discussed separately In the methodological portion^ of this study, the 
findings developed as a result of the use of these two survey instruments 
will be discussed together in this section. ^ 

There was little overt opposition (in terms of the niimber of people 
opposed, not the strength of their feelings) to the proposed unification 
which surfaced in either the interviews or in the questionnaires • See 
Table 2. What opposition did exist, however, was both strong and quite 
vocal* Moreover, opposition was strongest at the clerical and paraprofes- 
sional levels in Library A and non-existent at the clerical or professional 
levels in Libraries B and C as reflected in both interviews and question- 
naires. Note too, that there was some student opposition to the merger 
seen in the replies to the questionnaire-;- See Tab^ ^ 3. 

Nevertheless, respondents were gene.. ally receptive toward the idea of 
a proposed merger and, with some notable exceptions, the general attitude 
exhibited in bolh questionnaires and interviews ;was that of a willingness / 
to be convinced - a wait and see attitude wiirhout any preconceived feelings 
either for or against the merger. This attiUide was borne out in the high 
incidence of "no opinion," replies to Question 1. See Table 2^, This is not 
to say that thei^ ;7ere no reservations or that serious opposition to the 
proposed merger^ does not exist - it does - but rather that general staff 
opinion at all levels is best described as either positive or willing tp 
look at the facts. Only in a minority of cases was there any active hos-- 
tliity to the proposed merger. 

This is not meant to imply that replies to Question 1, "T am in favor 
of one Technical Services Department for ail three Schools," were all 
favorably disposed toward the proposed merger • Indeed, several respondents 
inserted such qualifying phrases as, ^'with reservations," and, "perhaps, but 
not 100 percent,' with their answers to this question. 

When all replies were arranged Jby the status of the respondent, there 
were no* negative replies to Question 5 from librarians in any of the three 
Libraries. See Table 5. Many did respond, however, with a qualified yes, 
as noted above, and several raised valid quBtions about the proposed merger. 
Nor were £ny negative replies received to Qi ^stion 1 from clericals in 
Library B or C and from paraprof cssionals or "other" individuals ir)/ 
Library C. Negative replies to Question 1 centered at the cletic^, student, 
and paraprofeesional levels in Library A, See Table S. 

Many respondents preferred "no opinion" i^as their answer to Question 1. 
In two of the three Libraries this answer was more common than the negative 
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replies. Such a response further supports what the Investigator also 
found during the interviews - a general feeling of 'Wit and see.'* 
Respondents seemed generally willing to be convinced and> with two or three 
8trong exceptions, favorably disposed toward such a merger and willing to 
give the Idea a try. 

Much of the opposition to the proposed merger came from, staff in 
Library A apd appeared to center at the clerical level. See Tables 2. and 5. 
25.8% of those replying from Library A, 17% from Library B, and 8.8% from 
Library C indicated tiiat they were not in favor of such a merger. WTiat la 
of more significance here is the high percentage of non-committed staff in 
each Library who, as* pointed out earlier, answered "no opinion" to this 
question. It is this group whose attitude will make or break such a proposal 
and their existence serves to emphasize the need to keep all staff fully 
Informed and supportive in the event that management elects to pursue all 
or part of the merger and/or proposed recommendations. 

It Is possible to further analyze this opposition in terms of the 
groups where it appears. It it: important that no librarians in any of the 
-Schools voted "no" td Question 1, although several expressed reservations. 
Opposition centered in Library A at the stuidcnt, clerical, and paraprofes- 
slonal levels. Of the staff in this Library who voted against the merger, 
35% were students, 35% were clericals, 23% were paraprof essionals , and 5.9% 
were classed as 'Mother."' In Library B of those not in favor of the merger 
77% were students, 11% were* paraprofessionals, and 11% were "other." In 
Library C of those voting against th ,aerger all were students. 
I 

The replies of the respondents to the proposed merger as a function of 
their employment status (full or r^-rt time) may be seen in Table 3. In 
Library A positive and negative reactions to the merger were almost evenly 
balanced between full and part time employees. In Libraries B and C 
negative reactioti was highest among part time employees. It should also 
be pointed out; 'however, that considerable acceptance of the proposed 
merger existed among part time employees. 

Tl\B replies of the respondents to Question 1 as a function of the length 
of their emplbjnnent may be seen in Table 4. Negative replies to Question 1 
were highest atuj^ng those who had been employed between one and three years 
in Libraries A\^nd C. Length of employment seemed to have llttli^v impact 
upon the respondents or their answers to this question. 

i ■ ' 

A word or ^wo is in order about the replies to Questions 5, 6, and 7. 

These questions asked the respondent to write out his/her reaction to the 
three questions: ^ 

5. What do you see as the major benefits to be gairied from one 
Cooperative Processing Center for all three Libraries? 

t 4 

6. What do you. see as the major obstacles to one Cooperative Processing 
Center? 

7. How and in what other areas do you envision cooperative agreements 
working within the three Libraries in questlori? 
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The replies were Interesting an<i provided some insight Into the varied 
reactions elicited by the proposed merger. Many assumed a priori thst 
cooperative processing will always save time and money,, for example. An 
assumptiort that is as yet unproved in Americal librarianship. Some stressed 
the increabed efficiency, an assumption also* unproven in any rigorous 
fashion, pthers felt that it would shorten processing time, make for more 
efficient use oi staff, and increase the specializations of staff /material 
acquired. Many felt that computer processing would become more feasible 
with a higher vol?ime operation, and some reported that they felt no 
advantages would accrue f rom^ the proposed merger. An extract of these 
replies has been appended to this repdrt as Exhibit 2, "A Digest of the 
Narrative Replies Written In Response to Questions 5, 6, md 7." 

A final word is in order regarding the demographic characteristics 
of the personnel in each Library as evidenced by their replies to the 
questionnaires. 

The populations surveyed were fairly consistent In their employment 
characteristics. When the status of the respondent in each Library was 
cross tabulated against length of service, the results were as follows: 
in Library A the professionals were almost evenly divided among the length 
of servicje categories with the smallest number on the staff between one and 
three years while several reported being on the staff more than five years; 
paraprofessionals were cnvely divided with no respondents on the .-?taff less 
than one year; students with less than one year's service were in che 
majoriL^ at Library A, while among clericals the majority had been on the 
staff between orife and three years. See Table 6a. 

In Library B professionals with more than five years experience on the 
staff were in the majority; among paraprofessionals most had been on the 
staff between four and five years; among clericals the majority had between 
one and three years of service in that Library; v/hile students were equally 
divided between those with less than one year and those with one to three 
years service. See Table 6b. 

In Library C the professionals were evenly distributed between those 
reporting less than one year of service and those H/ith more than five years, 
while one librarian rci^orted between four and five y^ars of service; one 
paraprofessional reported less than one year of service; tv70 clericals 
reported between one and three ye.irs of service; and fourteen students 
reported that they had worked in Library C between one and three years. 
Sec Table 6c. 

Overlap i n Serial/Periodical Holdinp^s; The Tri-College University 
Libraries Union List of Serials vras considered to be a fair cross section 
of Library holdings (titles and subject areas of interest) for the three 
Schools surveyed and as such was. used as an indicator to provide some in- 
sight into the amount of anticipated overlap between the total holdings of 
the three Libraries. See Table 16. 

There were 7,A53 active titles, in this file as of April, 197A. Of this 
number 5.7% were Jointly owned by Libraries A and B, 3.1% were jointly owned 
by Libraries A and C, and 2.7% were jointly owned by Libraries B and C. The 
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remaining titles 88. 5Z are owned by a single Library. Thus we find that 
overlap between any two of the three Libraries, when measured as part of the 
total serial holdings is quite small, but when measured as a comparison of 
one Library with another tends to be somewhat stronger. For example, 10% of 
the titles owned by Library A are also owned by Library B, but only 6% of 
the titles owned by A are o\med by C. Of the titles c\med by B 23% are 
also owned by A and 11% owned by Of the titles owned by C, 16% are also 
owned by B. The highest percentage of overlap was found to be between 
Libraries B and A while the lowest is between Libraries A and See Table 16. 

In summary, this analysis simply bore out what was discovered earlier 
In the study of the acquisition files. Overlap between the holdings of the 
three Schools Is not excessive. 

Diary Studies ; Contrary to what the author had expected materials do 
spend more than one or two days in the Acquisitions Departments. This 
study found that items were spending slightly more than three days in each 
Department (Library A 3.88 days and Library B 3.21 days). No comparable 
data was acquired for ' ^'brary C. This could be due to one or more factors: 
weekends, which addc re days to the diary study, or processing delays 
within the Departmf relf. The author feels that wep,kends with their 
two intervening d*- are largely responsible for this delay. 

Most Items were being processed through the Cataloging Department in 
16.8 days in Library A and 19.21 days in Library B. Library C is processing 
items through their Technical Services in 40.9 days. Note, however, that 
the data for Library C was collected in a different fashion and when Library 
C was compared with those recalculated times for Library A and B (to include 
only those 100 planted slips) the avera^a processing, times increased to the 
following; estimated mean processing time in Library A = 203 days, and 
In Library B « 28 days. 

Staff Dispersion Study for Each Library : Staff in all Libraries spend 
a part of their work day in traveling to and from the various files 
necessary to their work. As expected this varied for a 16 trip (8 round 
trip) day by Library and by Deoartment. See Table 18. 

The greatest amount of time was consumed in Library A by travel from 
Rm lObD to the Serials Department, while the least amount was required by 
each of the Head Catalogers in moving from their oesks to the Shelf List. 
If these times are summed, Library B staff (Catalog & Acquisitions) are the 
most widely dispersed from their tools the card catalog and the shelf 
list. If all travel points are considered, then Library A is the most 
dispersed. It should be pointed out, however, that no Library ranked best 
in all distance comparisons although Library C is the most centrally 
oriented in terms of staff moving to and from their work areas/files. Any 
distances (travel time) are expensive, hovjcver, and thought should be given 
t- the reorganization of Departments such that travel time can be mini- 
mized. For a discussion of how these figures were derived see the section 
in this report on Methodology: Staff Dispersion. 
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Flow Processinf; Charts ; These charts are Intended to show the movement 
of people/materials through the Acquisition and Cataloging processing cycles. 
From them one may easily see the following: 

1. The etKtreme eomplexity of the bureaucratic constraints which affect 
the MSG Acquisitions Department. See Flow ?rocess Chart B2. 

2. The multiplicity of files and redundant work steps used in each 
Library. 

3. Special steps such as K\nj.KAT and Department Libraries which require 
special handling, 

4. Similarities and Differences In Processing. 
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FLOW PROCESS CHART Al: STEPS TO ORDER A BOOK 

1. Request Arrives In Acquisitions Department. Place Current Date On 
Request. 

2. File In Purchase Request File By Main Entry. 

3. Batch Requests to Verify (Establish) Entry. 

4. Check Card Catalog Under Main Entry to See If Library Has Or Is On-Order 
(On-Order Fnled In CC Under Main Entry). 

5. Add Price, Publisher, Date, etc. to Order. 

6. Search Title Index of Cardset. Write Frame and LC Card // On Request 
Forni. 

7. Verify Bibliographic Information From Cardset. 

8. Place Request In the tc Be Typed File Arranged By Title. 

9. Type Multiple Order Form. . j 
10. Split M.O.F. and File as Follows: 

a. One Copy In Card Cataloge. 

b. One Copy In Encumbered File Under Department. 

c. Rest In On-Ordcr File Under Title. 

d. \Jhite. (Top) Original Mailed to Vendor. (Released every two weeks 
to vendor) . 

Jl. >ok Arrives and Is Unpacked, 

12. Match Book With On-Order File Records. 

13. Note Date Book Arrives On M.O.F. 

14. Remove Record From Department Encumbered File. 

15. Add Price & Today's Date From Invoice. 

16. Refile (Pink Slip) In Paid File By Departments. 

17. Check Items Off On Invoice. 

18. Place Book On Truck With M.O.F. Inside After Using M.O.F. to Stamp 
"Recvd" on Temporary Card In Catalog. 

19. Truck Goes to Cataloging. 




FLOW PROCESS CHART A2: STEPS REQUIRED IN THE HANDLING OF GIFTS (MONOGRAPHS) 

1. Unpack and Send Gift to the Bibliographic Search Department. 

2. Gift Is Evaluated By A Librarian to Decide Whether to Keep or Not. 

3. Discard Unless Decision Is Made to Keep. 

A. If the Latter, (iompare With Holdings In Card Catalog. 

5. Discard If In Card CawaJog Otherwise 

6. Hake Out A Book Request Slip And File. 

7. Search Cardset lor Bibliographic Copy. 

if 

8. If Copy Is Found Make Cards and Type M.O.F. for Gifts r-^le. Put 
Temporary Card In CC. 

9. If Copy Is Not Found In Cardset, Type M.O.F. and File In ^CC and In 
Gifts File. 

10. Send Book With or Without Cards to Catalog Department. 
* M.O.F. «^ Multiple Order Form 
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FLOW PROCESS CHART A3: 
STEPS REQUIRED TO PROCESS STANDING ORDER RECEIPTS (SERIALS) 

1. Unpack Shipment and Place By Acquisition Kardex (Rm 100). 

2. Elolse Checks Itom In By Writing On File the Date, Number, Author /Title, 
Invoice Number and* Amount Paid. 

5. Writes Call Number On Slip and Places In Item- If Part of Series. Send 
to Cataloging. 

A. For Items Requiring Cards Run Through Catdset and Follow Pattern For - 
Flow Process Chart A2. 

5. Type An M.O.F. for Item & Add Price. File Pink In Pd. File (Continuations). 
File Second Pink In Card Catalog. 

6. Add Date Received to M.O.F. & Send to Cat. Dept. . 
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FLOW PROCESS CHART A4: 
MOVEMENT OF AN INVOICE FOR BOOKS RECEIVED 

1. Open Box of Books and Remove Invoice. 

2. Compare Books Witli Invoice & Pink M.O.F, File. 

3. Remove Pink Dept. File Copy From "Encumbered" Departmental File 
(Arranged By Name of Dept. & Main Entry), 

4. Refile Correct Pinks In "Paid Departmental File" In Front of Blue Flag 
(Flag Used to Indicate This Months Purchases). 

5. O.K. Invoice - Initial & Date. 

6. Arrange Alphabetically By Vendor, Inspected & Sent to Mrs. H. Johnson. 

7. Invoice Goes Into Basket On Bookkeepers Desk. 

8. Write Vendor Number On Invoice (H. Johnson) From Book of Vendor Account 
Numbers (See Exhibit 25). 

9. Add Fund Number to Invoice. 4 Digit Line Item In Budget. 

10. Add Dept. Number (3 Digit) to Invoice. 

11. Add Expense Classification Number (3 Digits) To Invoice From Campus 
Charter of Accounts. 

12. If An Invoice Has More Than One Fund Nuraber, Make Duplicate Copy of 
Invoice to Pay. Can Use Only One Trust Fund Number & One Appropriations 
Number. 

13. Type Purchase Order (R.F.P.) For Business Office to Authorize Payment. 
Can Use More Than One Invoice With One P.O. But Must Be Same Vendor. 

14. Keep Green Copy of P.O. & Original Invoice In Library By Vendor For 
Each Year. 

15. Purchasing Office Receives All Purchase Orders & Assigns A P.O. Number 
(5 Digit). Returns Yellow Copy of P.O. To Library. 

16. Once A Month Accounting Office Sends A Transaction Register to Library 
Showing All Activity In An Account During That Month. 

17. When Register Comes Remove Invoice and Yellow and Green P.O. From 
Encumbered File. Mark Red X In Upper Left liand Corner. Check Off 
Transaction Register. Place 3 Pieces of Paper (P.O. Yellow, P.O. Green, 
Original Invoice) Into Cleared File. 

18. B.K. Checks T Register. 

19. B.K. Prepares Fund Summary Report For Director, Dept. Head, Mrs. J., & 
F.S. Plots On Graph to Show Amount Expended. 
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' FLOW -PROCESS CHART A5: PP.OCEffSING THROUGH CATALOGING, (BOOKS) 

1. Begin From Chart Al Step 19. Book Truck Arrives In Cataloging. 

2. Remove All Odds From Truck 

3. Truck Sent to Machine Room Where All Books Are Searched For Cards 
(Cardset).. ^ 

4. Books Not On Cardset Are Returned To Catalog. Dept. For KWIKAT F^roc-. 
essing. „Sec'Flow Process Chart 7, Steps 4ff. 

5. Write Down Cartridge & Grame Number On M.O.F. 

6. Arrange By Cartridge Number the Books On Truck and the Film Cartridges 

7. Place Cartridge In Microprinter & Make Cards. 

8. Fold Cards & Place Them In Book (6 up). Make Extra Sets As Needed. 

9. Return Book To Truck (M.O.F. Still With Book). 

10. Return Truck to Cat. Dept. 

11. Park At Cataloger's Desk. 

12. Compare Cards With Title Page and M.O.F. 

13. Pencil Call // Behinc Title (Verso) Page In Book. 

14. Return Cards to Book & Make Statistics Count. . 

15. Return Book to Truck. 

16. Check Flyer ^orm For Special Conditions. 

17. Push Truck to Typist. 

18. Accession Book. 



JL9. Type Additional Cards For Added EntrlNss Not In the Six Supplied By 
Cardset. ^ 

20, Airranges Cards By: 

Shelf List Cnrd 

Main Entry Card • • ■ 

Subject Heading Cards 
Added Entries 
Title 

Series Card 

Series Authority File , 

Union^^Catalog Card For Bisnark 

Include Departmental Cards As Necessary. 
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FLOW PROCESS CHART A6: RECATALOGING (DEWEY TO LC) 

1. Select Books From Dewey Shelves. 

2. Place On Truck & Bring to Cat. Dept. 

3. Remove Dewey Shelf List Cards. 

4. Insert Temporary Shel*'. List Card In Its Place. 

5. Remove Main Entry Card From CC and Leave Temporary Main Entry Card 
Its Place. 

6. Remove All Entries From CC. 

7. Decide \^ether to Revise Cards In Hand IjDewey) 

8. Search NUC. 

9. Make Polaroid Or Xerox Of Entry Or 

10. lorder Cards From LC. Or 

11. Make, Originals From LC Copy. 

*12. Write New Call // On Back of Title Page. 

13. Count Statistics. 

14. Send Book & Copy to Typist. 

15. Typist Makes Cards, Book Card, & Pocket. 

16. Send All to Set In Typist Who Makes Spine Label. 

17. Glue In Pockets, Mark Edges, Add Label. 

18. Revise Truck Lead (Paraprofessional) . 

19. Check Flyer For Special Conditions. 

20. Check Typing. ^ 

21. Remove Departmental Or Ref . Books. 

22. Push Truck to Elevator Shelving Area, 

23. Unload Books. 

24. Return Truck to Desk & Pick Up Cardis & Departmental Cards. 

25. Place Books On Shelves (For* Branches) In Back of Room, 
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Flow Process Chart A6: Recataloglng (Dewey to LC)' Continued. 



26. Put All Cards In Boxes For Filing. 

27. Keep Pile of Cards On Reviser's Desk to Remind to Pull Dewey Temporary 
Shelf Slip. 
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. F7.0W PROCESS CHART A7: KWIKAT 

1. Begin From Chart Al. Step 19. , Book Truck Arrives In Cat. t)ept. 

2. Remove All Paper- Backs & Bindery Material. 

3. Make Bindery Slip For In-House Binding. ^ 

4. Place Books For Heckman Bindery On Special Shelf. « 

5. Check Each Book For LC Card Order #. 

6. Remove Books Which Have LC Card # and Put In Special Pile. ' 

. ^ ' * ■ .. ' 

7. If Impring Is 1967-1970 Search Abel Drawer For Card. Remove & Give ^ 
to Catalogcr. Return Those Not Found to KIJIKAT- Ttruck. 

8. Cut & Paste Blurt For Fiction. Place Other Jackets On Shelf. 

9. Show Truck to Cataloger Wlio Removes Books Which Can *Be Cataloged Easily. 

10. Assign Accession Number and Place On Card, P-cket, Title Page^ an<J In 
Accession Book. • ' , 

11. Emboss Title Page With Ownership. 

12. Make Spine Label (Do. Not Use Set In) 

Make Red Check On Spine For All Books Without Card Numbers. / • * 

lA. Measure 2.5" t)p on Spine & Add Label. , 

15. 'verify M.O.F. V/ith Title- Page. 

16. Type Book Card (Author, Title) & Pocket From M.O.F. / * 

17. If Dept. Copy (Arch, or Pharm.) Remove One M.O.F. & Send'ifJith Book to 
Dept. Library. Do Not Send KWIKAT Books to Chemistry. /' 

18. Revise Cards, "Pocket, Spine Label, M.O.F. / 

19. Pull Books For Arch. & Pharm. & Reference or Pink Slip/ (People to' , 
Notify) & Send to That Location. Reference Has A Special Shfelf In 
Dept. For. / ' 

20. Give n.O.F. To B.S. 

21. Order LC Cards and Note By Stamping Date On M.O.F. 

22. File M.O.F. In WHVCAT File By Title. 

» 

23. Send Book to KWIKAT Shelf. 
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FLOW PROCESS CHART Bl: STEPS TO ORDER A BOOK 

1. Request Arrives In Acquisitions Dept, 

2, ^ Code With Al location if. . 
^31 Place Current Date On Request. * ^ 

Reveiw By Acquisition Librarian Wio Queffitions Originator As Necessary. 
5. Send to Paraprof essional Who ' • 

a 6,. Verifies If In Print & f:stablisli Correct Title. 

I 

7/ Verifies Pric«, Publisher, Date» Author, LC ff, & Main Entry, (Corporate 
Author) . , - 

8. Checks Against Card 'Cat. By Both Author and Title. Checks -All Titles 
' «^ Automatically For Both Author and Title In CC. , 

9. Checks Shelves For Those Found & Circulation File Or Slflf List (To See 
If Lost During Recent Inventory) . 

-^ y y \ . . '. ■ 

10. Ijjgrk tJ^ .^(fconB^datiptt Form If Available In Library IJitb Call ff and 
^Returns tQ <)riginator. . ' 



11. For Those Marked Lost Show to Acq. Librarian. 

12. .If N^ot Already In Collection Check Against On-Order File. 



13. Sepd to Typist Wio Types M.O.F., Temp. Cat. Card, Keypunch Card, Temp. 
Slielf List Card (Yellovr LC Otder Card Form) . " 

14. Tyjpist Clips Togeth^i?. For' Each Title: Temp, Cat. Card, Recommendation / 
Fojrm, Keypunchers .Foiro^' Temp. Shelf List Form, In This Order, 

15. Return Clipped Forms to Acq. Librarian, ITiio ^ 

16. Decides V.Tiethelr to Purchase At One* Or To Hold And 
, R^*iews To Determine If Dept. Has Funds And Determines Jobber, 4 



18. File In Backlog File If Money Is Out. 



19. takes Fonns Apart. Places' Temp, Cat.. Card In One PileV Put K.P» Card 
In One Pile, 

20. Temp.. Shelf List & Recommend Form Stay Together In One Pile. 

21. Assigns Purchase Order Number. 

22. Checks Vendor File To Get A Vendor Number Or Assigns One. 



) 
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Flow Process Chart Bl: Con't 

23. List On Scratch Sheet: Vendor Number, P.O. Number, and Special . 
Instructions For Ordering. 

2A. Write Order & Vendor Number On Shelf List & Recommend FonL Pile. Top 
Form Only. 

25.. Rubber Band Step 23 & 24. 

26. Take K.P. Pile & Record Order & Vendor // On Top Forms. Add Instruction 
Scratch Sheet For K.P. Operator Listing P.O. It & Date To Be Used On 
Confirming Order (Send In Future). 

27. Take Temp. Catalog Card Pile & Record P.O. // On Top Card In Pile. Add 
Scratch Sheet With P.O. // And Stamp "On rder Not Received" With Note 
To File In Card Catalog. 

28. Write On (i'/20) Ab: ve & Stamp Order it On Each Item In pile. Then Place 
Temp, Shelf List Card And Recommend Form In On-Order File Clipped 
Together, Keep Work Slip To Show That All Returns From Computer Center. 

29. Take Pile (#26) Stored In File Until Clerk Can Go To Computer Center & 
Do the Actual Punching. ^ 

30. Do Keypunching Of Order & Updated Vendor File. 

31. File Temporary Cards In Card Catalog And Note Any Duplicates Wliich Have 
Crept In. 

32. ^ut Card In Computer Which Generates Preliminary Purchase Order (2 Parts), 
Updates -Vendor File. Run A Trial Balance TtVice Weekly. 

33. Special Reports Received Cownputer. Claim Letters. Run For Each Account. 

34. Pick Up Order Forms (Prelim.). Balance Sheets. Cards Used To Punch 
Input Data. R-'cord Of Vendor Updates. Error Record, 

'35, Check Preliminary Orders For Accuracy & Keypunching, 

36 . Return Errors To Computer Center For Correction. 

^ " — ^ — — — — ^ — — ! ' 

37. Type Publishers Address On Vendor's Form. ^Gives the Seller tl.e Address l~ 
Where lie Can Order The Item Himself, 

38. Delete From Preliminary Orders Any Items Found In Card Cat. Update 
Accounting. 

39. Stamp Order VJith Name of Head of Acq, Dept. 

AOy/^urst Form. Send Original -to ^ndor. Carbon Filed As Record of Purchase 
By Order Number Assigned in Earlier Step, 
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Flow Process^ Chart Bl: Con't 

/ 

Al, Return Original To Head of Acq. For Mailing. 

42. Send All Requests to Head Librarian For Reviev/ i Mailing. 

f 

I 



I 

i 

I 
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FLOW PROCESS CHART B2: BOOK ARRIVAL CYCLE 



1. Unpack New Shipment. 

2. Remove Temporary Shelf List & Yellow Requisition Form From On-Order 

File & ?lace In Book. 

3. Stamp Current Date In Accd Box On Recom. Form. 

A. Compare Books & Invoice In Shipment. 

5. Place Check Mark By Arrivals On Invoice. 

6. M^rk Date of Receipt On Preliminary Purchase Order (Computer Form). 

7. If All Items On the Invoice Arrived (Invoice Complete) and 

8. All Items On Preliminary Purchase Order Arrived. 

9. Attach Steps 7 & 8 Together. 

10. Send Book On To Cataloging. 

11. Use Information In Step 9 to Complete the Computer Load Sheet With 
Price Changes, Cancellations, etc. 

12. Verify & Note Cancels On Computer Load Sheet. - 

13. Send to Computer Center Twice Weekly For K.P. 

lA. Combine Up to 13 Invoice Numbers On One Confirming Purchase Order to 

A Vendor (State of Minn. Purchase Order). Use Load Sheet For Computer. 

15. Issue One Request For Payment For //lA. 

16. Computer Interval Requisition Form Generated. Computer Generated State 
Purchase Or Confirming Purchase Order (Preprinted Purchase Order Form) 
Generated. 

17. Internal Req. Form Then Becomes Way F6r State To Encumber Funds and 
With the State Purchase Order Form Reiurns to the Library. Genetated 
In Computer Center. 

18. Both Documents With An Updated Balance Sheet Return to the Library. 

19. Compare With Load Sheet And If All Is O.K. Then 

20. Confirm (State) Purchase Order Errors Corrected By Library. 

21. Now Internal Reci. Forms (Computer Printed), Preprinted State Purchase 
Order Forms, and Third Stack Is Summary of V/hat Is Being Paid For. 

22. Check All Against Initial Invoice. 

o - - 71 
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Flow Process Chart B2: Con't 
23. Check Address To Be Paid. 

2A. Attach State Purchase Order Form (DPP*) To Five Part Computer Form 
(Showing Items Purchased). 

25. Attach Internal Requisition Form. 

26. Attach Initial Invoice, 

27. Return 24, 25, 26 to Acq. Office For Signature of Head Acq. Orders 
Burst. 

28. Record Invoice On Confirming Order Sheet. Add Credit Memo On Top. 

29. Type Card Showing Vendor Name, Invoice Number, & Order Number With 
Credit Number For Advance Payment. File Card In Paid Invoice File. 
(Arranged Alphabetically By Vendor) and Numerically By Invoice Number 
Or By Date of Invoice. 

30. Confirming Order Sheets Are Filed With Preliminary Order For These 
Items In Preliminary Order File. 

31. Confirming Order Tab. Cards Filed Until Budget For That FY Xs Exp en^^ 

32. Take Pocket From // 27 Burst Forms, File Dept. Purchase Order (Preprinted 
Order Form) In Internal Req. Form Notebook By Prelirai.iary Order Number. 

33. Send To Business Office: Credit Memos, Internal Requisition Form, Pink 
Copy of State Purchase Order Form (Preprinted), With Vendors Invoice 
(Dated With Receipt). 

34. State Hakes Payment. 



* DPO = Dept. Purchase Order 



FLOW PROCESS CHART B3: HANDLING OF GIFTS 

1. Unpack and Review To Eliminate Those Not Wanted. Place Unneeded 
Gifts In Gift & Exchange Section. 

2. Check Against Card Catalog. 

3. Check Against Shelves To See If Holdings Are In Better Shape Than 
Gifts. 

A. Type Up Book Request Form "MSG Recommendation" 

5. Type Multiple Copy Order Form To Include: LC Card Order 'Form (Cat. 
Dept* Uses As Temporary Shelf List), Keypunch Form (Discarded), 
Temporary Catalog Card (On Order Not Received). 

6» Date Form As To When Received. . 

7. Burst Form and File Temp. Card In Catalog. 

8. Clip Remainder Togehter & Send to Cataloging Dept. 
9 4 Acknowledge. 
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FLOW PROCESS CHART B4: CHECKING IN OF U*^S. DOCIJMENTS 

1. Package Arrives. ■ ,. ' 

' / f 

2. Open and Check Shipping List (Selective Deposit). 

3. Type Claim Sheet For Those tJot Received. 

A. Write Call Number On Doctunent From Shipping List. See Exhibit 9. 

5. Stamp With MSC Property Stamp. 

6. - Copy Item 0 (Shipping List) Below Stamp. 

7. Type 3 x 5 slip In Dup. For All Documents Received. 

8. File One In Shelf List (Documents Shelf List) By Sut't Docs, if, 

9. File One In U.S. Documents Temp Shelf List Arrangad By Tltlft On Doc. 

10. Type Documents List "U.S. Government Publications Received By the 
Library April 16-30, 197A." By Call //. Send One to Depts. One to 
Faculty Members. . 

11. Every Two Weeks Match U.S. Docs. Temp. Shelf List (#9 Above) Against 
Proof Slip File. - 

12. Remove Those From Proof Slip File. 

13. Type Call if On Card. 

14. Xerox Card. 

15. Type the Tracings. 

16. Give to Doc. Librarian to Verify. 

. * > .1 

I 
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FLOW PROCESS CHART CI: STEPS TO ORDER A BOOK 

1. Request Arrive? In Order Department, 

2. Student Searches Card Cat., Small Catalog & On-Order File For Duplication. 

3. Remove Items Already Have Or In-Process. 

4. Check Remainder Against BIP (U.S.) Publishers' Catalogs to Find If Its 
In Print & To Veryfy Entry. Do Not Check NUC. 

5. Return Cards To Acq. Librarian For Revision. Add Price, Publisher, Fund 
Number, Series From Student Searcher. Acq. Librarian Batches By Jobber. 

6. Give Orders to Typist & Prepare Purchase Order & Multiple Order Slips. 

7. Purchase Order Divided By Clerical & Mailed As Per Instructions of Acq. 
Librarian. 

8. Place Order Slips (3 x 5) In On-Order File By Title. 
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FLOW PROCESS CHART C2: BOOK ARRIVAL CYCLE 

1. Unpack New Shipment. 

2. Remove Order Slips From On-Order Drawer (3 x 5) 

3. Put In Book (Order Slip) 

A. Write In Pencil On Front Page of Book After Title Page the Source of 
Book, Date Received, P.O* Number, and Fund Number. 

5. Page All Books Over $25.00. Mark h.p. On Those Nof Paged. 

6. Add In-Process Slip to Book. Mark If Needs Paging. 

7. Write 0x1 Blue "Processing Slips" Dates When LC Cards Ordered. Note 

If CIP Is Available & the Call 9 If Added On Series. Note If In Essay 
& Gen. Lit. Index . 

8. Emboss Book With Property Stamp On Title Page and P. 91. 

9. Write Actual Cost On Green Slip From Multiple Order Pack. 

10. Leave Pink Slip In Book With Blue "Processing Slip." 

11. Put \^ite Multiple Order Slip On Acq. Desk & Stamp With "In Process 
- Stamp." Punch Hole In Bottom & File In "Small Catalog." 

12. Returns Book Truck to Acquisitions Librarian Who Compares Pink Slip 
With the Book. ^ 

13. Remove All Paper Bound Volumes. 

14. Sensitize For Circulation. o 

15. Carry in Those Which Need Paging 

16. Push Truck to Cataloging. ^ 



FLOW PROCESS ^CIL\RTS C3: PROCESSING THROUGH CATALOGING 
Begin From Ch^t C2. Truck Arrives From Acquisitions. 
Books Separated By: 

a. Additions & Replacements & Serials 

b. Books Which Have Cards (Baker & Taylor) 

c. Books For Which LC Cafds Were Ordered At the Time the Book Was 
Ordered . 

d. Books Which Need to Have LC Card Ordered 

e. No LC Card Number In Book 

Remove And Place In A Pile All 2a Items Above. 

a. Remove From Truck ^ 

b. Placed In A Pile 

c Taken To Shelf List By Student Assistant 

d. Match Book To Shelf List By Call Number On Processing Slip (Blue) 
Call // Put Here By Acquisition Librarian. 

e. Pull Shelf List Card 

f. Remove Cards From Catalog 

£. Returns Book Shelf List & Card Catalog Cards To Cataloging Assistant 

h. Catalog Assistant Adds Information To Cards & Writes Call // In New 
Book 

1. Book Sent To Cards & Pockets Typist 

j. Types Cards & pockets 

k. Send All To Paster With Its Pocket 

1. Paster Glues In Pocket & Date Due Slip & Sends Book On To Labeler. 

m. Labeler Types & Cuts Label & Puts Into Pocket Of Book. 

n. Labeler Sends Book & Label To Reserve Desk to Have the Label Put 
On And Book Jacket Removed. Stamp Foredge. 

o. Place Book Label On the Spine of the Book at 1 3/4 Inches From the 
Bottom * ' * 

p. Cut Out the Author Information and Tape Into Front of Book. 
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Flow Process Charts C3: Con't 

q. Stamp Edges. Make Sure Your Stamp Pad Is Properly Inked. Stamp 
Firmly and Darkly. 

r. All Book Jackets (Except Those for Pt'owslng) Should Be Left At the 
End of the Books On the Top Shelf. Tackets Should Be Left On 
"Browsing" Books. 

8. Sign the Processing Slip For Each Book You Did, 

t. When the Above 5 Aire Completed, Put This Book Truck Behind the 
Reference Room Desk, and Mark "Ready to Check." 

u. Goes to Reference Librarj^an to Check Call Number & Label, Spine, 
Pocket, & Number In Pencil On Back of Title Page 

V. Book Truck Gomes Back To Ironing Station (Student Assistant) 

w. Set Aside For Director To Look Over, 

• X. Held In Corner Of Cat. Dept. Until Friday. 

y. Send To iMew Book Display Area. 

4. Remove And Place In A Pile All 2b Items" Above. 

a. Send To Catalog Assistant. 

f. 

b. Makes Shelf List Card. 

c. Checks To Hake Certain Cards &■ Book Match 

d. Puts Order Purchase Number On Shelf List Card & On Back Of Main Entry 
Card, 

e. Sent To Cataloger (Head). -- - 

f. H.C. Checks Class. Number Agalns-. Shelf List. 

g. Places Temp. Shelf List Card In Shelf List. 

h. H.C. Checks Subject Headings In LC List of S. Headings. 
' ^ 1. Add To Book the Subject Heading Used. n 

j. Check Series Against Series Authority File CH.C.) 

k. Add Necessary Serits Tracing. ' 

1. Add Title Tr.nring ' . 

m; Check For Name Cross Reference In Name Authority File. 

n. Writes (H.C.) Call Number On Back Of Title Page. 

♦ 
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Flow Process Chart C3: Con't 

o. Marks S::elf List With Green Mark Then Order Number On Shelf List. 

I p. Book With Chti'j ^ Pockets Goes To Cards & '^ockets Typist 

\ 

Continue As In Step 3t Above. 

i 

5. Remove And Place In Pile All 2c Items Above. 

a. Checked Against LG Card File Of Cards Which Have Arrived. Order 
Slip Has Date Cards Were Ordered, 

b. Cards Removed & Put With Book. 

c. Cat. Ass*t Compares Book & Cards. 

d. Write Corrections On A Slip. 

e. Write Call // From Card On LC Order Lip. 

f. Give Book & Cards To H.C. 

g. Check For Accuracy, Series, Subject Heads, Add Series, & Title If 
Needed. 

h. Stamp Current „Date On LC Card Order Slip. 

i. Place LC Card Order Slip In Shelf List, 
j. Send Book & Cards To Typist. 

k. Typist Makes Shelf List Card & Types Card & Pockets. 

1. Return To H.C. For Checking & Remove Shelf List, 

m. Cards Go To Typist For A.E. 

n. Books Go To Paster & Follows Step 3 Above. 

6, Remove And Place In Pile For Student Assistant All Books In 2d Above. 

a. Types LC Order Slip Using LC Card P From Verso Of Title Page. 

b. Stamps Today's Date, On Processing Slip & In Book On Verso Of Title. 
Page & On Order Slip. 

c. Place Slips In "LC y.ips To Be Mailed Drawer." \^en Thirty Accumulat 
Mail To LC. ^ . 

d. Put Books On 'Back V^all By Title. 

t 

e. Hold Until LC Cards Come 
Proceed As In 5b Above. 



Flow Process Chart C3: Con't 

7. Remove And Place In Pile All 2e Items Above. 

a* Give Book To Student Assistant To Search Fm C£.rd Number. Find lJumb 

\ And Write Card // In Book And Proceed As in 6. 

\ ' • • ^ ' 

b» Finds BfbTiog, Copy But No Number. 

\c. Write On Slip & Give To Cataloger the Location Source of Copy, 
i ^ ^ ' , 

' d» Cataroger Finds or Establlishes ClWss Number • 

i\ ^ Cataloger Verifying In Book, 

\ • ■ " ' , ■ ■ 

f. Give NUC Volume" Source and the Book cself. 

Types Main Entry and Returns to Cataloger Far Verification. 

, h/ H.C. Gives To Card And Pocket Typist* 

i. Types Card and Pocket and Pink Slip Plus Book Card. 

j. Typist Returns to H.C. Wio Files Pink; Slip In Small Catalog. 

k. Bo<bk Sent to Paster to Put In Po Uet. 

\ 

1. Gary Sent M.S. To IJe Xeroxed With Note On Number, 
j. Seni Book To Shelves As Soon As Pocket Pasted In. 
n. Cards Return From M.S. 
o. Typist Puts On Added Entries. ^ 

p. Return Cards To H^C. 

\ ^ ^. 

q. Put In Holding Area Sholf For Small Catalog. Once A VTeck Filed 
In Small Catalog. ^ 

^ r* Small Catalog Is By Main Entry* 

p^f- s. After Cards Are Put In Small Catalog, H.C. Sends Shelf List C^trd 

j Into Acquisitions KT^iere Records Are Pulled. Return £helf List Card. 

t.. Hold Shelf List Card Till End of iWth In Order to Make ''Monthly 
List of Books Cataloged." 

u. File Into Shelf List. 

v« When No Bibliographic Copy Is Found Use "Preliminary Cataloging" 
Copy Form. 
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FLOW PROCESS CHART C4 : ORDEK. CYCLE - DIRECTOR'S OFFICE - 

• . « . .. ■ , - 

1, Send Invoice, Purchasii Order (Yellow) and Green Order Slip to' Director . 



2. 

3. 
4. 
5. 
6. 



7. 
8. 



Secretary Transfers Actual Cost of Book F,rpm Invoice to Gredn Slip Plus 
Postage and Card Costs (ZSc ^ei^'SeC From .B & T).' Postage Is Divided 
Equally Among All Books On Involcie'. 

Secretary Holds and Set>a rates By Dept. Charged and Runs Adding Machine 
Tape. • 

y 

Green Slips Returned to Acq. and Kept Till End of FY. At End of FY, Sent 
to Dept. Char^ged. • , ' 

School Does Not Run An Encumbrance Accounting System. Sends Monthly 
Statement To Any Dept. Wlixch Does Not Spend All Their Money, ■ 

Dire<:tor O.K.'s Invoice and/or Statement (Monthly). Writes Dates of O.K., 
Code For Library and Vjliat Was Used VJithiu Library. 
871-^*4 



Gen. Lib 
Budget 



Tilms 

-10 Travel Campus 
-01 Supplies 



Scud Purchase Order With Inyisricc t^ 
Standing Orders Handled By Sending 



Business Office, 

VJliite: and Yellow P.O. Forward. Also 
Any Prepared Or Non-Invoiced Items/ Handled With VHilte and Yellow. Both 
Sent to Business Office and All Mifst Go Through Director's Office. 



/ 



\ 
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Cost Study ; Unit costs were determined for the Acquisitions and 
Cat a logins Departments i;i each .Library. See Table below for Summary and 
Table 22 at the hack o/ this report. Figures were calculated using the 
algorithm described earlier in the Methodology portion of this report. It 
is importantto reali .e that these costs represent approximations^ and will 
flyctuate during the year. \^at is shown here is a ^est estimate of the 
meanunit^ costs for a 12 month (FY) period. 



Department 
Acquisitions 

Cataloging 



SUMMARY OF TABLE 22 

Library Unit Costs 
X Y 



$3,38A per ^$3,212 per 
item received y volume 

^ccessloned 

$7.51 per -$4.75 per 
title volume . 

cataloged accessioned 



$2,408 per item 
received ^ 



$4,718 per 
volume added 
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RECOMMENDATIONS 
General and Adta^.iistratlve ; 

1. It is presently impossible to recommend the merging of. the three 
Technical Services Departments into a single processing unit. This recom- 
mendation is based upon any single finding but upon the picture pres- 
ented by all of the findings, i.e. when they are tak" " • the aggregate. 
This recommendation iS ! ^t meant to imply that a merger at some future date 
is an impossible goal or that progress toward a merger of the Technical 
Service Departments in these three Libraries is not feasible. Tne author 
wishes to convey bore only that under the conditions which presently 
obtain within the three Schools creation jf a single processing unit is 
not economically, politically, or procedurally attainable. The remaining 
question, when and under what circumstances such a move might be possible. 
Is an even more fundamental one - . d hinges upon the desires of the Direc- 
tors and their various staffs to create a single administrative unit for 
the tlirefe Libraricn-. Once such a philosophic position has been attained 
there will arise a number of operations which can be merged and/or regular- 
ized betvjecn the three Schools. See the Findings section of this report 
itled Policies and Procedures Charts for guidance. 

A list of recommendations follows t" at, if accepted, will create a 
, cli.natc in vhich such a merger could prove -tp be of benefit to all concerned. 

The author proposer., therefore, that instead of an immediate forced nelding 
,Qf the three Departments into one unit more linkages be . established , and 

that from this evidence of cooperation mergers be allowed to evolve through 

practice and negotiation rather than mandated from cbove. 

2. Certain pin* losophic differences and approaches in the organl^-ation 
and use of library materials exists among the professional staff men'bcrs in 
each of the three Libraries. These must be reconciled either throi h the 
efforts of a task force, one of xvhose specific charges would he th( 
reconciliation of variant points of view, or by means of public debates 
'.seminars) vrhich would enable all parties to present their views in open 
hsiarings for the consideration of all concerned. The author recommends, 
thcre<"o\ .hat functionally oriented (Acquisition, Circulation, Cataloging, 
Serialc, task forces be established for this purpose. For example, 

one b^(.h ' a iant practice which surfaced during this investigation and needs 
attentio/. v7as seen in the cataloging of periodicals. See Policies and Pro- 
cedures Chart 7: P'ey icdicals, Serials, and Binding. 



It is also possible to resolve these procedural differences by means 
of the exchange of personnel and/or the -^rafting of change documents. Such 
documents would be prepared by the visitors after a period of time spent 
working in their respective counterpart Departments, and then subjected to 
response/review by the staff in both Libraries until a consensus was 
achieved. 

In any event, it is the recommendation of this investigator that tusk 
1 .roes composed of functionally similar colleagues in each of the three 
Liurarles be established in qrder to discover and'or create regularized 
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procedures for each of the three Libraries and to riiaximize the number of 
such procedures with a view to an eventual merger. The only inflexible 
charge to be gijVen to such bodies is that they must reach ar-«onsensus. 

3. That the three Libraries continue their policy of staggered hours 
and that these hours be regularly publicized in each c?f the other tw6 
Libraries and kept current. ; \ 

A. That a s-enrch begin at once for a central storage facility (28) 
to contain all lesser used materials. Such a^ facility 6ou]d be either leased 
or purchased but sliould be close enough to pemit easy access from any of 
the three Libraries. The primary purpose of such a facility is storage 
and c^areful consideration should be given before allowing general public 
access or the purchase of such amenities as rugs, lounge furniture, or 
drapes. This should be a utilitarian structure whose primary purpose is 
the storage undrr controlled humidity and temperature of all lesser used 
library materials. Access to stored items must be guaranteed within 48 ^ 
hours. Other colleges/libraries in the area should also be invited to 
participate in the interest of minimizing costs. 

It is this author's belief that a hip.h percentage of each collection 
(30 to can be moved into storage with a miniroum of inconvenience to 

the library iiser. Such a move is supported by the work of Trueswell (33, 34) 
and an unpublished report from the State of California (Report PR-70, p, xiil 
June, 1973) which sayp in part that, "Studies of collection utilisation... 
have consistently shown that a relatively small portion of the collection 
supports a surprisingly high volurie of total use. Usually, about one-third 
of the colJectioa nuppiies over 80 percent of its use. . .Cooperfitlon is 
therefore yeen by professional librarians and educators as a way of (1) 
providing broader coverage by improving access to collections qlscwherc, and 
(2) achieving economies by minimizing the duplication of Infrequently used 
materials...." 

1 

5. That the three Schools work toward developing a uniform student, 
faculty, and staff I.D. card/number wliich xvould be unique to thte o\-mer and 
acceptable in each School. Tnis would have, numerous advantages throughout 
the systc^i and would enable the owner of an 1.0. number to check out 
books, take courses, pay bills, and receive a paycheck with one ibasic 
identification. It vjould also facilitate the movement of individuals' 
throughout the system and the accumulation of statistical Infomiation for 
management. The logical candidate forlsuch a system I.D. number* is the 
social security number. i 

■ 6. Recommendation 5, were it to be Implemented, could lead naturally 
Into the creation of a single central address file (computer produced) for 
all members of the Tri-Collegc system. Sucn a file would be kept up-to-date 
quarterly and should be arranged to show all students, staff, and faculty 
by name, SSN, and/or Gchool. j , 

7. It would greatly facilitate the sending of overdue notices and 
eliminate the payment of postage if a way coi'ld be found to route oveiJue 
notices for delinquent library borrowers through the campus mail of the 



borrower's School. The mechanism could be the shuttle service to the mall 
room on each campus. With this goal in mind, campus directories for each 
campus should aJso be available at each loan desk. These could be easily 
prepared as a by-product of Recommendation 6, 

8. In t^iis connection it would also be of value to establish a uni- . 
form fine system as well as a method for the payment of lost books. Recom- 
mendations , in this area would be a logical project for the Task Force of 
Circulation Librarians. See Chart 4. 

9. That strong iraplementating legislation be drafted which would 
permit the transfer of funds and/or services between Schools and across State 
boundaries. This should be presented to each of the concerned States. 
Emphasis must be on accountability, requisite audit trails, and the saving 
of dollars rather than on the expanding of services. The present system of • 
purchasing used within the State of Minnesota poses very serious obst^acles 

to anyf cooperative efforts. ^ 

10. Libraries should work to establish the premise that once a student 
enrolls on a campus or becomes a legaJ member of 'that campus community, any 
materials on any of the other two campuses are a^'ailablc to him. This 
should be extended to all items including curriculum materials and unbound 
periodicals. 

11. That the office of TCL Coordinator be asked to present to the 
Directors a proposal shov "ng costs, requ.irciinents and benefits to be derived, 
f-rom the production of tu^ follo'i.'ing union bibliograpbics/toolc and that 
these be considered surroj'.atos for a system-wide book catalog until a 

^machine! rc'adable data base can be constructed: 

a. Special Curriculum Material Bibliographies such as a list of 
special educational materials (kits, games, etc.), films, records, 
or non-book materials available in each Library. 

b. Reference books abstract/indexing tools, at.^ases, rare books, 
or special collections, 

c. Items on standing order or ^listed in tire on-order file. ^ 

d. AV material ovrned- by each Library with appropriate Kl^IC/Ku^OC 
indices, ; 

e. Productipn- of a machine readable series authority file to merge 
those noiiT produced /used in each Library. 

12. Although the temptation and impetus is strong toward adoption/ 
production of one monolithic union book catalog showing monographic holdings 
for the three Libraricci, th^author feels this sfilution wJl] not prove to be 
viable in the long run. Indeed, there are many serious reservations fxbout' 
the efficacy or timeliness of any book catalog and extreme caution with a 
careful" revicv; of all options should bo used when considering such a project 
There is still considerable debate v/ithin the profession over their utility 
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(21) and as Allison (21, p. 113) so aptly points out. "...programs to con- 
vert to a book catalog should not be undertaken with the thoughts of making 
monetary savings,..." Difficulties C£"n be expected in the preparation of 
initial input (conversion) and in maintaining the currency of the file. 
Indeed, bibliographic records are by the .i* very nature extremely volatile 
and any system which ^oes rot take this -.o consideration faces very 
serious user problems. 

There are a number of interesting alternatives now available or just 
over the horizon'for data base construction and update which could result 
in a record* that is always current. These options should be investigated 
before any commitment is made. This author challenges the utility of a 
printed book catalog when compared with a computer produced record which 
can made useful to bbth the patron and the librarian. As Kilgour 
(24, p. 138) points out, "^..the computer has made possible a less costly 
bookforra catalog that can be kept more up to date than could manual book- 
form catalogs...." 

In addition, book catalogs are very expensive (as are computer data . 
bases) but unlike the computer generated file, book catalogs become less 
and less valuable as they get older, while a computer maintained file becomes 
more and more valuable as time passes. At the very least, it is recommended 
that if a book catalog is produced, it should be prepared in a format which 
Is easily adaptable to machine processing. 

Some of the alternatives vjhich bear exploration are as follows: 

a* Purchase of a data base already In machine-^readable form (for 
example MARC) and tag those items ovned by each of the three 
Libraries. Then use this to prepare a book catalog, 

b. 'Convert existing sheJf-lists to an OCR type font adding necessary 

tags and" field delinieters. Then use as desired to generate author, 
title, subject headings" or key-word lifts. 

c. Convert existing shelf-lir.ts to machine readable form using key 
punch and tab each equipment, 

d. Explore the possibility of a connection with the OCLC Network as a 
source of cataloging copy, for the accumulation of a bibliographic 
data bank (without the necessity of a large scale retrospective 
conversion'), and as a union list of monographic holdings. 

It is the feeling of this author that this latter (d) approach has much 
more potential than thsi use of microfiche for the creation of a printed book 
catalog. It can be done for the same or less dollars thao a large scale 
retrosp9Ctive conver.sion project using the more conventional fiche or film. 

13, It would encourage the developmen*: of functional standardization ^ 
within the three Libraries if uniform job descriptions could 1)n developed 
'ihroughout tlie -system. The author is well aware that this may not be possible 
at all levels 'because of differences in the Civil Service require'mnnts between 



the two States concerned, but it should be attainable at the professional 
levels even if done only for Department Heads, ^ Such an exercise would also 
serVe to point up differences in responsibilities which would have to be 
reconciled were a merger to take place. The author recommends, therefore, 
that uniform job descriptions be prepared for all professional > paraprofes- 
sional, and clerical (whenever possible) personnel i;i the three Libraries 
concerned. 

lA, There is no single best existing physical plant in which to place 
the proposed coopey-ative center in terms of distances between work stations 
and files in that Library, See Findings ori Staff Dispersion and Tables 17 
and 18, If one cxariines the unused floor space in each Library, however, 
Library B is-che best choice, 

15, Spine labels should adopt uniform spacing, abgreviations , type 
face and format in order to facilitate the creation of a uniform product. 
The best label appeared to be that of the Se-Lin product now in use at 
Library C. This system has advantages (easy to read, make, and attach) 
which should be explored by the other two Libraries, Gee Exhibit 21c, 

16. That the possibility of creating or utili7-ing a regional periodica 
data bank such as that now utilized by the Kansas City Regional Council for 
Higher Education (28) be explored. Or, as an alternative!, Investigate the 
possibility of acquiring membership in one" already existing such as the 
Associated Colleges of the Midwest Periodical Rank, 

Acquis:! t iour, Func. 1 1 on : 

1, All collecLlon pollcJes should be formally codified for the benefit 
of funders, users, and librarians into a single document for use by the thre 
Libraries. 

* 2,* Th'c firr>t priority in each Library should be the creation of a 
strong undergraduate collection to support the immediate needs of its 
largest constituency. Duplication can and often does occur at this level 
because of th^ heavy pressure placed upon the collections, ant it should 
not be considered und(?sirable# 

'There V7as some criticism of the present informality in collection 
agreements between Acquisition librarians* As one Dean pointed out to this 
Investigator, /'Cooperative purchasing lacks a sense of urgency. Schools 
must be able to demonstrate real savings for the contribution each makes 
to the central authority," The author is recommending, therefore, that a 
set of collection. guidelines be drafted and implemented. These must provide 
both philosphic and action guides. Such a document V7ill contain both a 
protocol and a rationale for the purchasing of materials with specific 
emphasis upon the i}ecessity/bcnef its of cooperative purchasing. It would 
formalize ;ind codify collection development by delineating collection 
goals, specialisations, individual areas of excellence, and how these can 
be made to complement similar programs in the other Schools . It should also 
include collection emphasis by type cf materials, by subject, by programs, 
pnd by language, Spcc^ically this document woulcl include and stress: 
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a. The urgent necessity for cooperative purchasing and collection^ 
building with control mechanisms to guarantee that such policies 
are enforced. For example, a selection committee composed of 
Acquisition Librarians from each School, any member of which could 
veto any purchase to 'be acquired with Tri-College money. The 
committee should meet at lea&t monthly to consider all purchases 
and to vote on those from Tri-Gollcge money. 

b. The necessity for ^demonstrating real savingj. 

c. Assurance that any purchase i over X dollars (an amount to be set 
and agreed upon by the Library Directors) must be reviewed and 
passed by this committee. 

» 

3. More; concerted efforts should be made to-, transfer and consolidate 
holdings of lesser used serials and/or periodicals as was done in the transfe 
of Pastoral rsychology . 

Catalor.ing Function : 

1. That all Cataloging Departments consider the placing of a main 
entry card for new acquisitions in each of the other card catalogs. This 
follows and supports an earlier proposal made by the Rouse report (1, p. 1) 
In 1972 but modifies the original proposal to suggest the use of color coded 
paper stock instoad of a stamped location symbol. This would minimize the 
need for tr^iicings and make such cards more easily identifiable to the user. 
No second card should be added when the Library already owns a copy of the 
book under co^nsidc-.ratlon. This davlce would also work to create uniforr 
entries for the saiue book. For example, same book in LC in one Library and 
Dewey in another. See Exhibit 13. 

2. That the conversion of books classified in Dewey to LC continue 
but In'a modified form such that only those which go through the Loan Desk 
(actually checked out by a bona fide user) are reclassed. This practice 
would result at the end of two years in a residue of unused books v7hose 
value to that Library could then be reexamined in light, of their usefulness 
to the programs of that School, their currency, or the need to keep a copy 
within the region. A valid decision can then be made on this evidence to 
keep or discard the item. 

3. In this connection the author also feels it would be wise to 
adopt uniform classification practices for the handling of periodicals 
and recommends that they all be placed in LC- ^ 

k, In-houst classification schedules should be dropped and efforts 
made to adapt a uniform cl.'T.^sif ication Qotiedules. This applies to all- 
types of matcrinlri including those in cu-.-rlculura collections where this 
discrepancy f ii . t Cc.me to the author ' c attention. Tho author recommends 
that ^.he LC v:lasBification and tha LC card format be adapted throughout the 
sy£5tem. 
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5. The Card-Set file is underused. It is recommended, therefore, that ^ 
all books (v/lth 1969 or later imprints) waiting for IC cards be run through 
card-set befpre any cards are ordered. The author would like -to stress the 
need for as much centralization of card production. as possible. In this 
connection Library B should seriously consider eliminating its proof slip 
file. This may be inconvenient to Libraries B and C, but both have a ready 
source of bibliographic copy now largely untapped. The author is aware that 
objections have been raised in the past to the use of card-set on the basis 

of its appearance, nevertheless, those cards currently produced were found 
to be quUe acceptable and although not perfect they were legible. Legibility 
should be the, final test of a card's usefulness and not its overall cosmetic 
effect. The trade-offs are to wayt for LC copy and/or to utilize a proof 
slip file whose maintenance is costly In both space and staff time. In 
addition it is never completely up-to-date. 

6. The author would also like to stress the need for more sharing of 
the catalog cards av^-ilable for large sets purchased on microfilm. These 
are difficult to find and seldom used iTiaterials whose presence should be 
made knov/n throughout the system. See Exliibit 22. 

7. Recommend that all Libraries purchase and use the itest revisions 
of subject leadings published by the Library of Congress and the University 
of California, Libra ry of Conr,ror.s Subject Headinp.s Sunple nents ; 1966-1,97 1 
Cu mulation (3)-. As a Library tool this will increase uniform practice. 
Deviations from this document should be- allov/ed only upon approval of the 
Library Director concerned and with the recommendation of the Cataloging 
Task rorce. 

8. In this connection the investigator would also like to rccomnond 
that consideration be given to the creation of a single peries authority file 
in machine readable form. A program could be written in the Coordinator's 
office for merging the three authority files using a search^ key algorithm 
such as that proposed for OCLC (19, p. 312) as the sort/merge algorithm. 
This should be done in such n way that any differences will be displayed on 
the print-out. This could also serve as a working document for the Cata- 
loging Tank Force in the merging and reconciliation of the three series 
authority files into one standard listing. Precedent already exists ;:or such 
a file at the Univ<=*rsity of Minnesota and further help may be available from 
this quarter (4). * 

9. That the three Schools review tiie variouc cataloging practices/ 
codes now used in the handling of audio-visual and/or nonp^int materials 4nd 
recom-.icnd to the Directors a uniform code or set of guidelines for the 
processing of this material. Such recommendations can be based updn any 

one oi combination of the following ref ei "nces : Arizona State University (5), 
Daily (6), Horner (7), Shifrln (8). Weihs ci.al. (9), Taylor (10> , Library 
Association (dl), Association For Educational Communications sad Technology 
(12), Library Association (13), and Johnson et^.al,. (14). 

10. In addition to the above there were a number of miscellaneous 
practices common to two or more of the Libraries studied which merit 

..comment. In the interest of econory, the author has grouped thcBc practices 
\ogcther suggesting tliat each might be reviewed and/or abolished altogether. 
These practices are as follows: 
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a. The use of an accession number. While it is true that the 
adoption of such a number facilitates the keeping of statistics 
(additions to Library holdings), provides an easily established 
unique identifier for the piece in hand in the event of such a 
need, and is presently required for some items (cassettes, phoncS 
records) as the only unit identification, It is the feeling of this 
investigator that its use/maintenance requires a disproportionate 
amount of high priced professional time which could be better spent 
elsewhere. It is not our intention' that the accession number be 
abandoned where it is the only identifier, _i.e. those items on 
which no call number, is used, but only in those cases where it 
serves merely to distinguish physical pieces and their history or 
location - a practice which is equally well performed by the call 
number, 

b. Use of tht: call number, author, and title on the book, pocket is an 
exact replication of information which is already available on the 
book card. See Exhibits 11a, b, and c. The motion saved by this 
practice is that of the discharging clerk matching returned books 
with their book card from the file. Such a function can be per- 
"formed equally well by comparing spine Libel and book card. One 
must realize too, that comparinp, need be done only for those ieems 
which circulate while book pockets must be typed for every book whtch 
cpuld conceivably circulate. It mi^ht also be worthwhile to compare 
the costs of those pockets now used (with a date due matrix printed 
on them) with the cost of a plain (with or without o\^mership marks) 
pocket and a separate date due slip. See Exhibit 11a. In addition 
to its cost differential, the latter (plain pockets and date due 
slips) have the nddod advantnr,(; that when the date due nlip . becomes 
full it can be easily removed and a new slip glued in. It ifj not 
necessary to pTepare a new pocket. Examples of plain pockets and 
date duo slips accompary this report as Exhibit 5. Plain pockets 
and date due slips used by all three Libraries may also be obti.lnable 
at a better discount than when purchased separately. » 

c. Stripes on the foredr,es ol^ all unbound periodicals serve Uv us^iful 
purpose, are expensive, and time consuming to apply. There are 
strict entrance/exit controls in each Library and, in addition, 
every issue is stamped with a property mark and the date received 
on the cover. In view of this, .larks along the edges appear redundant 
and should be abandoned. See Exhibit 24a and b. 

Library A : - 

1. That consideration be given to the'hiring of someone to assume 
rcrponsibillty for coordiuat^^ion and supervision of all Technical Service . 
ope/Ttlons. "The volume of work, the budget, and the number of staff to be 
supervised are such that the entire Library would benefit from the addition 
of such a position to the staff. 

2>-vT^ie Cataloging Department is in serious need of reorganization, 
t iring his visti, this investigator was struck by the general untidiness 
and cro/ded conditions of the room. Not only is it crowd<jd with people and 



books (many of which have been avjaiting processing for some time. See 
Chart 6 Policies and Procedures; -Cataloging), but theie seems to be a 
general lack of orp,anization of both space and work flow. In addition, the 
author suggests that a systematic reviewing prrcess be initiated in order 
to prevent the development of uncontrollable anonymous backlogs (20, p. 131). 
KWIKAT is one answer to this problem, bubat does not alert tha Department 
Head to all books v;hlch have been in the Department longer than a predetermined 
time span as a control monitor would do, - - 

Although it is a commendable idea, KIJIKAT requires double handling and 
in one sense represents a backlog. Consideration should be given to the 
immediate processing of any books with CIP (rather than using KWIfCAT) and 
to qifi__iia2lement4tion of a cnntrol mechanism which would alert the Department 
Head, to all items in the Department longer than X days. An example of such 
a device could be a color coded strip attached to or placed in any item 
awaiting processing. 

■/i. The vendor master file (prepared in the Business Office of School A) . 
^on-^omputJr print out is awkv;ard and hard to use. It does not conform to 
modern accounting practices and lacks sufficient update capabilities to 
make it a ^viable tool. Numbers are assigned to each vendor such that the 
list can be alphabetically arranged by vendor name on the computer. Wlien- 
ever all nurabers in a block have been used, however, the name of a vendor 
may be out of sequence by a's much as one or two pages. In addition, no 
way has been provided to keep the file (list) current by weeding fnm day 
to day. Indeed, this investigator found vendors" in the file whoso last 
activity with the School was J2-29-71. For example, see Exhibit 25, xerox 
master file copy 00093 ACUI, Box 7286, Stanford'. Furthermore, while the 
Business Office v.'ill nssign 1, 2, or 3 nuuibers to vendors over the phone, 
more than three requires a written request to the BusineRS Office which 
further delays what should be an orderly, expedient business .cycle. Such . 
outmoded practices are absolutely unwarranted in this dny of fast computer 
processing and need remedial treatment at once on a University-wide level. 

A. The placing of call //,- PER., volume number, and issue number in 
ink on' the covers of unbo-md periodicals which go to the periodi,cals room 
is a redundant process v;hich has little meaning nad ^s of no value as soon 
as the volume is bound. Recommend this practicf be abandoned. See Exhibit 
lAa. . ' 

Library B ; 

1. The handling of U.S. Government documents in Library B needs to 
be reviewed in light of the time and effort pow required to maintain them. 
With this in mind the author has -prepared the following recommendations: 



a. 



That the acquiring. of all but the post *basic U.S. Government 
documents (reference tools s,uch as the ^tj^^c^ nopartnent FaiI lotin , 
Sta t is 1 1 cal Ab s t met s , etc. plus those Items neceysar^ as direct 
sl^pport to tlie curriculum) be halted. Ex:* sting holdings which do 
not meet thc.je "criteria should be integrated into the collection 
at iroSU (a regional depository with the University of North 
Dakota) and made available on 2A hours notice by shuttle service 



or directly to any user. Public use 'of the Monthly Catalog 
should be encouraged and when appropriate the purchase, if they 
are not alrc.idy availablOv, of the reference tools listed below, 
Eseentially what is suggested here is a fltare jldicious selection 
of U.S. Government do^wtnents with emphasis on secondary tools to 
be used in uhe location of the Inlormat ion sources rather than on 
primary tools containii g the information itself. Thus Library B 
should have available t'.^e lists of Departmental or Bureau publica- 
tions issued by an agency such as the U.S.G.S. or the Bureau of 
Standards; bibliographies vjhlch relate. to the curritulum it supports 
such as Mexican American education, or environment; guides to laws 
"or public bills such as the Dip,est of General Rills and Resolutions 
or Curren t Laws' Statutes and Kxecutlve Orders pertaining to the 
Environmental Protection Agency; and general guides to U.S. Govern- 
ment publications such as Jackson (15), Andriot (16), Wynkoop (17), 
and the biennial Wynkoop (18) list of reference books. 

b. That the insertion of U.S. Documents (in all but the~mo^t heavily 
used instances) into the card catalog be dropped and the use >f 
proof slips and a temporary shelf list for bibliographic copy be 
abandoned. Furthermore, all U.S. documents should bo cataloged/ 
arranged by the Superintendent of Documents number (not just those 
with soft covers) as it appears on the packing list or as it is 
given in the Montlily Cntalog. For Findings on this problem see, 
"Findings - General Library //3" and "Policies and Procedures Chart 6:- 
Cataloging." 

c. That Library B abandon its biweekly listing, "U.S. Goy<irnment 
Publications Received By the Library...." The utility of f'uch a 
list is open to challonre. U:;e should be verified by aeklng all 
,thG:;e who v;ish to continue receiving this lisb to sign their names 
and reiurn their copy. If there is sufficient need for such a 
list, one alLeiuativo is the xeroxing of the shipping list (sec 
Exhibit 16) v.'hich can then be sent to interested users. It shows 
both documents available as well as those received. - 

2. That Library B modify the exlptinj^ legend used on cards filed in.., 
the card catalog to uiiow a book is on order. Cards placed, in the catalog 
now show the legend, "On Order... ?Cot Received," until the book goes to the 
Public Service area. See Exhibit 10. It is the author's feeling that .books 
should be made available te the pyblic as soon as they enter the building 
and become part of the jrdrr cycle^ It is suggested, therefore, that the 
phrase "Not Received" be '.ropped. .. . , 

3. That Library B stop adding ^he estimated price, name of the person 
requesting the book, and tha date the\book arrived in the Library to IjIic shelf 
list. This information serves little Vurpose and, with t)ie. exception of the 
name of the person, is avaiJnble el^sewl^ere. - , ' 

4. That Library B drop tlie use of\the size distinction and l,egend on _ 
the call number. "Quauuo." Thiti size (^.5 to 12 inclies) would fLt into the' 
existing shelves and its use serves only to scatter the collection.^ See 
Exhibit ( , In its place al.l books over 29 cm. should be marked Foli^ft.- See 
Exhibit 21b\ 
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5* Library B is ready for and could easily xse a keypunch machine 
and operator • Care should be taken, however, to shield the machine in ord 
to protect other employees from the noise. 
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Table 1. 



QUESTIONNAIRES DISTRIBUTED AND RETURNED BY LIBRARY 



Number of Questionnaires Distributed 
Number of Questionnaires Returned 
Rate of Return 

Classification of Respondent • 
Librarian 
Paraprof essional 
Clerical 
^ Student. t< 
Other 



, LIBRARY 



73 
67 

91.7% 



B 



87 
53 

60.9% 



67 
34 

50.7% 



12 


8, 


5 


6 


6 


1 


17 


7 


' 3 


31 


■ '31 


Ik 


1 


1 


1 



Table 2. 



SUMMARY ANAfcYSIS OF DATA FROM QUESTIONNAIRES 



QUErTTON 



Library A "n^67- - 
LlBrary B n=53 ' 
Libr£lrv C n^V^ 



1, Favor one Technical Servicfes 
Dept Foi? All Three School? 
. Yes 
' . . No 
' ^ No Opinidn ^ 

No Resporjse - 



2. Status of Respondent 

' Student 



3. Work Hours 



Clerical 
Librarian 
Paraprof essionai 
Other 

No Response 

\ 

<■ ' ■ 

Full Time 

(/iO hr$) , 
Part Time 

(<A0 hts) 
No Re&p<j)nse 



4. Erii5^oyed By Thie* Library 

<1 year j 
1-3 yeatjp 
4*-5 yeaifs 
>5 yer.r^ 
No ilespdnse 



Benefits of Coop Pn,oces 
^ ' Responsh 
Nq Respc 



6* Obstacles to Coop Process 

Responses 
No Respcpnse 



7 



LIBRARY 



A 


1 




B 


C 


\ 




» 1 

r 










31 


m 


2A 


A5.3% 


' 18 


\ 

'52.9% 


17 


25.8% 


9 


17% 


3 


. 8.8% 


1 ^ 

lo 




1 A 

10 




11 


32. A% 


2 


3% 


2 


,3.8% 


X 


5.9%. 


30 


45.5% 


31 


> 

58.5% 


2A. , 


70.6% 


17 


'25;8% 


' 7 


13.2% 


3 


• 8.8% 


12 


18.2% 


8 


15.1% 


.5 


iA.7% 




9.1% 




11.3% 


1 


2.9% • 


• 1 . 


1.5% 


. 1 


1.9% 


1 


2.9% 


0 


0% 


0 


0% 


0 


0% 


.32 


A8.5% 


21 


39 . 6% 


8 


23.3% 


3A 


51.5% 


31 


58.5% 


26 , 


76. 5% • 


. 0 


0% 


1 


1.9% 


0 


0% 




31 


A 7% 


17 


32.1% 


lA 


Al.2% 


18 , 


27 . 5% 


2 A \ 


A5.3% 


16 


A7.1% 


10 


' y5.2% 


A ■ 


7.5% 


2 


5.9% 


7 


10.6% 


8 


15.1% 




5.9% 


0, 


- 0% 1 


0 

• 


, 0% I 


0 


0% 



• 63.6% 
36. A% 



5A.5% 
A5.5% 



35 
18 



28 
25 



i66% 

ijA% 



52.8% 
A7.2% 



21 
13 



18 
16 



61'. 8% 

3^3.2% 



/52..9% 
/ A7.1% 



7, Other Areas of Cooperation 

Responsfe 
No Response 



/ 



2A 

A2 , 



36. AX. 
'63.6^ 



9 

AA . 



17% 

83% 



Jl 

23 



32. A% 
: 67.6% 



ERIC 



83 



IB5 



^ f.. 



Table 3. 



/Analysis of ri:plt,es to ouestion i cottestionnaire): 

BY LIBRARY AHJ) EMPLOYMENT STATUS CFILL OR PART TIME), 



Absolute Value 
Column Percent 
Row Percent 



Library A 
Yes 

No 



No Opinion 



Library B 
Yes 

' No ' 



No Opinion 



Library C 
Yes. 

: No 



No ^pinion 



/ 



Full Xi^f week) 



I 



18 
58.1% 
'58.1% 



52.9% 

•13% 
25% 



45% 
37.5% 

2 

10% 
22.2% 





Part Time 



13 

39% 

41.9% 



8 

24% 
47.1% 

12 

37% 
75% 

/ 



15 

48% 

6-2.5% 

T> 
23% 

29% 
50% 



11 

46% 

61.1% 



13% ' 
100% 

10 

42% 
90.9: 
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Table A. 



ANALYSIS OF .REPLIES TO QUESTION 1 .(QUESTIONNAIRE) 
BY LIBRARY AND LENGTil OF EMPLOYMENT. 



Absolute Value 
Column Percent 
Row Percent 

Library A 

Yes 



No 



Library B 
Yes 

No 



Library C 
Yes 



<Year 1-3 years A 5 years >5 years 



12 7 7 , 5. 

A0% 38% n 71% 

38.7% 22.6% 22.6% 16.1% 

5 8*3 2 

17% A4% 3% 29% 

29.4% A7.1% 11.8% 11.8% 



No Opinion 13 3 

A3% 16% 
81.3% 18.7 



9 9 2 A, 

53% 39% 50% 57% 

37.5% 37.5% 8.3% 16.7% 

3 3 2 1 

18% 13% 50% 1A% 

33.3% 33.3% 22.2% 11.1% 



No Opinion 5 11 - 2 

29% A8% 29% 

27.8% 61.1% 11.15: 



5 10 1 2 

38% 67% 

27.8% 55.6% 5.6% 11.12 



No 1 2 

8% 13% 

33,3% 66.7% 

No Opinion 7 3 1 

5A%. 20% 

63.6% 27.3% 9.1% 
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97 
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Table 5. 



ANALYSIS OF REPLIES TO QUESTION 1 (QUESTIONNAIRE) 
BY LIRRARY AND STATUS OF RESPONDENT 



Absolute Value 
Column Percent 
Row Percent 



Student 



Parapro- 

Cler leal Librarian fesslonal 



Other 



Library A 





Y6S 




11 
38% 
35. 5Z 


• 9 
53% 
29% 


9 
82% 
29% 


2 
33% 
6.5% 






No 


B 


6 
21Z 
35. 3Z 


6 

35% 
35.3% 


- 


A 

66% 
23.5% 


1 

100% 
5.9% 


\ 


No Opinion 
Library B 




12 

AlZ 

752 


2 

18% 
12.5% 


2 

18% 
12.5% 






• 


Yes 


'•5 


15 

A8% 

62.5% 


1 

17% ' 
A. 2% 


5 
71% 
20.8% 


3 
50% 
12.5% 






No 




7 
23% 
77.8% 






X 
16% 
11.1% 


100% 

11.1% 




No Opinion 

\ 




9 
29% 
50% 


5 

83% 
27.8% 


2* • 
29% 
11.1% 


'2- 
33% 
11.1% 


c 


• 


Library C 
















Yes 




10 
A 5% 
55.6% 


2 
66% 
11.1% 


5 

100% 
27.8% 


1 

K)0% 
5.6% 






No 




3 
1A% 
100% 












No Opinion 


• 


9 
Al% 
81.8% 


1 

33% 
9.1% 






1 

loor, 

9,1% 



ERIC 



86 



S8 



Table 6a. 



STATUS OF RESPONDENT COMPARED, WITH HIS/HER 
LENGTH OF SERVICE FOR EACH LIBRARY: LIBRARY A 



Length of Service (Years) 



Status of 

Respondent 



<1 1 :^ 3 A - 5 >5 



Librarian 3 2 3 A 

Paraprofesslonal -2 2 2 

Clerical A 7 5 1 ' 

Student 23 7 

Other 1 



Table 6b. 



STATUS OF RESPONDENT COMPARED WITH HIS/HER 
LENGTH OF SERVICE FOR EACH LIBRARY: LIBRARY B 



Status of 

Respondent 



<1 



Length of Service (Years) 



1-3 



A - 5 



>5 



Librarian 
Paraprofesslonal 
Clerical 
Student 
•Other 



1 
1 

15 



2 

1 
6 

15 



6 
1 



87 



99 



Table 6c. 



STATUS OF RESPONDENT COMPARED WITH HIS/HER 
LEKGTH OF SERVICE FOR EACH LIBRARY; LIBRARY C 



Status of 
Respondent 



Leng ^ th of S e rvice ( Years ) 



< 1 



1-3 



A - 5 



> 5 



Librarian 

Faraprofesslonal 

Clerical 

Student 

Other 



1 
1 

10 



2 

14 



88 



100 



Table 7. 



APPROXIMATE SQUARE FOOTAGE AVAILABLE IN EACH DEPARTMENT 



C5^ 



Library A 



Sq.Ft, 



Estimated 
Work 
Stations 
(Desks) Sq.Ft. 



Library B 



Library C 



Estimated 
Work 

Stations ' 
(Desks) Sq.Ft. 



Estimated. 
Work 
Stations 
(Desk's) 



Technical Services 



64 X 66 14 

4224 ft^ 



Cataloging 



34 X 1< 
646 ft' 



Rm 202 
10 



22 X 22 
484 ft2 



Acquisitions 
(Dept. 1) 



20 X 19 Rm 200 
380 ft^ 6 



15 X 13 
195 ft2 



Acquisitions 
(Dept. 2) 



19,5 X 

14.5 
282.75, 



Rm 204A 
4 



Serials 



20 X 27 Rm 210 
540 ft2 10 



Periodicals 
Check In 



Totals 



20 X 11 
220 ft2 



Rm ]06D 
7 (2 per 
table) 



2,068.75 ft2 



4,224 ft' 



679 ft^ 



89 



101 



Table 8. 



RESPONSE TO QUESTION 5 BY STATUS OF RESPONDENT 



1^ 

Status of Respondent 


Library A 


Library B 


Library C 


Response 


No 

Response 


Response 


No 

Response 


Response 


No 

Response 


Librarian 


12 

lOOZ 




7 

88% 


1 

13% 


5 

100% 




Parapr of es s ional 


6 

100% 




4 

67% 


2 

33% 




1 

100% 


Clerical 


10 

59Z 


7 

41% 


6 

86% 


1 

14% 


2 

67% 


1 

33% 


Student 

c 


13 

43% 


17 

57% 


18 

58% 


13 

42% 


14 

■■■ 

58% 


10 

42% 


Other 

^ 


1 

100% 






1 

100% 




. 1 

100% 




Table 9 



RESPONSE TO QUESTION 6 BY STATUS OF RESPONDENT 



Status of 'Respondent 



Library A 



Response 



No 
Response 



Library B 



Response 



Library C 



No , • 
Response 



Response 



No 

Response 



Librarian 



Parapr of esslonal 



10 



2 ^ 



63% 



172 



75% 



25Z 



100% 



67% 



33% 



50% 



50% 



100% 



Clerical 



Student 



Other 



12 



53% 



40% 



8 



18 



47% 



60% 



16 



43% 



52% 



15 



100% 



57% 



48% 



100% 



11 



67% 



46% 



13 



33% 



54% 



100% 



91 103 



Table 10. >- ' • i 

RESPONSE TO QUESTION 7 BY STATUS OF RESPONDENT 



status 01 Kesponaent 


Library A 


Library "B 


Library C 


Response 


No 

ponse 


Response 


No 

Response- 


Re5DQn_se_ 


No 

Response 


Librar-lan 


9 

75% 


3 

25% 


3 

*• 

38% 


5 

62% 


A 

'80% 


1 

• 

20« 


Paraprofeaslonal 


3 

50% 


3 

50% 


1 

• 

17% 


5 

83:, 


-* 1 

100% 




Clerical 


8 

m 


9 

53% 




7 

100% 


1 

33% 


2 

' 67% 


Student 


3 

10% 


27 

90% 


5 

16% 


26 

84% 


5 

?1% 


19 

79% 


Other 


1 

100% 


0 




1 

100% 




1 

100% 



92 104* 



Table 11. 



GENERAL CHARiVCTERISTICS OF THE ON-ORDER FILE AS 
EVIDENCED BY TIIE S^LE DPbUTN FROM EACH LIBRARY 



4n» 



LIBRARY 



PARAMETER 



B 



tit 

Items on order which were in 
English** ^ 


149 


(95%) 


128 


(97%) 


168 


(92%) 


Items on order which were In French 


7 

• 


(4.45X) 


None 




6 


(3%) 


Items on order which were i|i Geritiati-s^ 


. 1 




2 


(i.-si) 


6 


(3%) 


Items on order which were in Spanish 


None 




2 


(1.5%) 


3 • 


(1.63%) 


Languages other than^ above 


None 


c 


None 




None 




Order card shows LC card if 
Yes 
No ■ 


.103 
54 


(66%) 
(34%) 


51 
81 


(39%) 
(61%) 


23 
160 


-(i2%) 

(87%) 


Items published In the U.S.* , 


137 


(87%) 


121 


<92X) 


154. 


(84%) * 


Items published outside the U.S.* 


20 


(13%) 


11 


(8%) 


29 


(16%) 


Ratio of U.S.' to foreign 
publications 


7 


to 1 


11 


to 1 


• 5 


to 1 


Items in on-order file which 
contained a date of publication 


157- 


6*151 


132- 


13-119 


183- 


55-128 


'items In on-ojrder file which were 
published In the last years 
(1969-197A)*** 

• 


127 


(84%) 


96 


(81%) 


'86 


(67%) 


Ratio of current (published ±t last 
6 ye^rs) to -retrospective 


5 


to 1 


4 


to 1 


2 


to 1 



* Location Cdomestlc or foreign) of publisher was taken from AmericaVi Book 
Tr ade Directory . 20th ed., 1971-72. . ^ 

** Translations were considered to be in the language of the purchased piece. . 
BoOk0 in several Irfinguages, one of which was English, were cdnsiderel to 
he in English. 

*** n here does not include items for which no date was given, records, 
standing orders, sheet music, etc. 



93 



105 



TaMe 12, 



/ 



DESCRIPTION OF THET Ol^-ORDER FItE SAMPLE METHODOLOGY AS. USED IN EACH. LIBRARY 



4 







LIBRARY ^ . * 


* *• * « ^ 


■ ■' :■ 

PARAMETER 


A. ■ 


B 


C 


£ Amble yIab dlTAwn cm Cddte) 

** > . 


April 26 


' 11 

April 26 


April 25 


n 

Comparisons ve]^e made on 
(datp) 


April 28 


April 28 ' . 


April 27 


Population size . 


188A 

* * 


1475 


2379 


Sample size 

* 


. 157 (8.33Z) 
every 12th card 


132 (8.94%) ^ 
every ^2th card 


183 (7.69%) 
every 13th card' 


From the file in Library A 
, .Cn»157) there werfe x Items 
a±so on, ggoer ac 




7 (4.46%) 


4 (2.55%) 


Prom the file in Library B 
(n-132) there were x item 
also on order at 


3 (2.2%) 




5 (3.Z9%) 


From the file in Library C 
(n-183) there were x itcHns 
also on order at 

it 


> 

5 (2.73%) 


9 (4.91%) 








i. 






#♦ * 


• 


< 

* 

** 






It 
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Table 13. 



1974 
72 



DISTRIBUTION OF SAMPLES TAKEN FROM EACH 'LIBRARY 
Oil-ORDER FIDE ARRANGED BY DATE ISSUED (PUBLICATION)* 



LIBRARY LIBRARY . LIBRARY 



28L 


18.5% 


4 


3.3% 


59 


39-.0;i 


50 




25 


16.5/5 


14 


11.7% 


4 • 




/ 15 


12.6% ,^ 


0 / 


J, 9a 






5 : 


3T3% 




' - 5.02 


2 


1.3% 


1 


* 


5 


3.3%. 


4 


i.3% 


3 


1.9% 




1.62 . 






2. 


1.6%' 






3. 


2.5% 


2 


1.3% ' 


3 


2.5% - 


1 


.6% 


1 


, • .8% ' 


3 


1.9% 






1 


.6% 






1 


.6%"" 








• ♦ 


1 


.8% 






1 - 


.8% 


2 


1.3%^. 






1 


.6% 




* 



C (N 


= 128) 


12 


9.3% 


23 - 


17.9% 


15 


11,7% 


11 


8.5% 


15 


11.7% 


10 


7.8% 




2.3% 




2.3% 


^^3 


2.3% 


J 




^ 2 


.1.5% 


" 2 


1:5% 


-5 ' 


3.9%, 




1.5% 


^ .-2 


1.5% 




2.3% 


, . 1 . 


.8% 


\ ' r 


.8% 


. 1 


.8% 



71 
70 

69 * 
68 

67 . 
66. 
65"- 
64 
63 
62 
61 
' , 60 . 

59 , ' 

58 " 
57 • 
56 

• ■ 55 •, • ' - 

54 . * 

50 < 1 • .8% 

48 -^"^ ' ' 1 .6% . 1 . .8% < 

47 - ' ' • *i .6% * 

46 . .-; / , - 2 1.5% 

44 ■ , 1 .8% 

40 * J ^ 1 .8% 

37 ' 1 ' 6%, ^ 

34 . V 2 1.5% 

18 ^ 1 .8% \ , ' . . '. 

17 ^ ' - . 1 . .8% V • 

16 ^ ' . ' 1 . , ■ * 

09 ' 1 V .8%' • • • 

• 04 ' ; 1 • V i' - . , 

1900 t .8%^ \ 

1888 1 .8% . 

1864 i - " ^' 

Not. Usable (no date) 6 13 55 , V 

Total -'157 132 % 183' " * ' * ^ 



• Reprints and publications issue^ over several ' yearfe were counted Vith the 
most redent date. 

, . ** Items with no date Included: not yet published, serials, records, sheet 

\ nusic, and continuations. v ' ' . 

+ NDSU N - 151 

MSC N - 119' : ' , * ' ; . , ^ 

CC ' N -128. \ , - - . 

ERIC ±r>7 ' 

. .05 - ■ 



T^bie 14. 



OVERLAP BETWEEN THE ON-ORDER FILES 
♦ OF LIBRARIES A, B, AND C \^HEN COMP^VRED AB, AC, BA, BC, CA, AND CB 

-4 ■■ 



Size of 
On-Order' 
File 



L ibra ry^ 



Sample 



Overlap (Titles) With Library 



A 

Bounds of 95% C.l. 
Chances of overlap 


1884 


157 




7 

.01 - .08' 
1 in 12 


4 

.002 - .049. 
1 in 20 


B 

Bounds of 95Z C.I. 
Chances- of overlap 


1475 


132 


3 

-.002 - .047 
1 in 20 




5 

.007 - .068 
1 iji 14 


C 

Bounds of 95% C.I. 
Chances of overlap 


2379 


183 


5" 

.01 - .05 

1 in 20 


9 

.02 - .08 

1 ii 12 





ERIC 



96 



1 



Table 15. SUMMARY OF METHODS, FINDL\GS, AND TIMETABLE 

FOR THE PROCESSING DIARY STUDY 



UBRARY 



ERIC 





A 


B 


c 


ri8an processing titne lor Acq^uxsxtxotis 


3 • oo Qciys 


J • 4x aays 




neati processing kxme ror v^auoxugxng 


Xw.OV/ uciya 


X7.4bX UclYo 




uBy wnen scuoy oegdn or cookl pxdice 

i \ 


Xi^X 

• Clay 1) 


1 21 
(May 3) 




Day when last slip was used by \ 
Acquisitions 


156 
(June 5) 


149 
(May 29) 




NUZaDer OT SXXps preparea 


# uu 


700 




Number of slips planted in Cataloging 


100 


100 




HHUtuOcr U£ ^xxpS gXVcIL LU /\u.^UX9XUX >Ll 


60O 


600 




Number of Acquisition times collected 

ilk 
W 

Number of cataloging times collected 

-* 


2A0 
260 


390 
385 


385 


NumDer returned oi xuu sx^ups pxancea 
in Cataloging Department priot to 
day 196 


16 


41 




Number of slips returned which could 
tfot be used 


17 






93a C.I. around mean processing time 
(Acquisition) 


Omjy UO 

4.36 


3.48 




95% C.I. around mean processing time 
(Cataloging) 


Kl rrk 
X->.3/ lO 

18.04 


1 ft rrv 
19.86 


16 2ft tQ 

45.51 . 


St# dev. for Acquisition times 


3.76 


2.73 




St. dev. for Cataloging times 


10.03 


6;44 


45.74 


rtff ♦-"fmp for dflfa Catherine 


196 
(July 15) 


196 
(July 15) 




Total number of slips returned in 
period July 15 - August 1 
(Day 196 - 213) 


213 


164 




Kunber of ICQ slips returned in period 
July 15 - August 1 (Day 196 - 213) 


17 


50 




Reviited mean processing time for 100 
Cataloging samples to include returns 

after July 15 1^0 


203 days 


28 days 

V 
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Table 16. 



OVERLAP AMONG ACTIVE SERIALS/PERIODICALS (TITLES) RECEIVED 
BASED UPON TRI-COLLEGE UNIVERSITY LIBRARIES UNION LIST OF SERIALS , 

SIZE OF ACTIVE FILE (n) » 7,A53^ 





r 


Active Titles Owned Jointly With 


Library 


Active Titles 
Currently Received By 


A 


*B 


C 


A 


4,112 




425 


10% 


230 

6% 


B 


1,890 


425 

23Z 




204 

11% 


C 


1,451 


230 

162 


204 


14% 





1. As of April 29, 1974 
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Table 19 . 

1973 INCREASES IN SUBSCRIPTION PRICES OF SERIALS 



Title 


From * 


To 


Bloresearch Index 


$ 75.00 


$ Aoo.do 


Biochemical Journal 


180.00 


265.00 


Chemical Abstracts 


1.900.00 


2,400.00 


Statistical Bulletin CUSGPO) 


1.50 


28.70 


Congressional Record (USGPO) 


45.00 


100,00 


Current Business Reports (USGPO) 


6.00 


/ 30.10 


liidex Medicus (USGPO) 


63.00 


155.00 


Survey of Current Business (USGPO) 


9.00 


34.45 


Conrmerce Tpday (USGPO) 


15.00 


42.40 


America Statistics Index 


A40.00 


790.00 
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Table 20b. 

PKODUCTlON RATES BY LIBRARY DEPARTOENT: PROCESSING/CATALOGING 

o 

■ ^ , 

Library A Library B Library c\ 

^ Cataloged 

Month 'Books Vols* x; 

Year Cataloged Accessioned Purchased Gift 



Julv 1972 


• 


1,614 


642 


110 


Aufiust 1972 




Seot ember 1972 


• 


1,585 


460 


39 


Orroher 1972 




2.130 


r875 


28 


November 1972 




' 1,379 


726 


27 


December 1972 




1,674 


990 




January 1973 


1,193 


1,829 


February 1973 


921 


1,14A 


756 


6 


March 1973 


950 


1,297 


654 


21 


April 1973' 


1,19A 


1,310 


859 


7 


May 1973 


1,455 


1,360 


39y ^ 


28 


June 1973 


1,320 


606 


758 


75 


July 1973 


1,563 


824 






August 1973 


\ 1,569 


^45 


V .1,033. 


10 


September 1973 ' 


1,225 


453 


659 


'56 


October 1973" 


1,265 


. ' 851 


November 1973 


1,163 


9A0 


1,036 


49 


December 1973 


1,016 


363 


856 


18 


January 1974 


' 1,171 


1,368 


February 1974 


770 


1,648 


1,123 


149 


March 197 A 


1,276 


1.A37 


950 


76 


April 1974 




1,238 


940 


162 



* Includes new and recataloged volumes. 
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Table 21. 



COMPARISON OF INCOME TAX RATE TABLES BETWEEN NORTH DAKOTA AND MII^NESOTA 



*** 



North Dakota Table of Income Tax Rates 



Taxable Income: 






Up to $1,000 


Computed at 




$1,000 to $3,000 


$ 10.00 plus 


2 


$3,000 to $5,000 


$ 50.00 plus 


3 


$5,000 to $6,000 


$110.00 plus 


5 


$6,000 to $8,000 


$160.00 plus 


7 


Over $8,000 


$310.00 plus 


10 



% of excess over $1,000 
% of etKcess over $3*000 
, Z of excess over $5,00.0 
1/2% of excess over $6,000 
% of excess over $8'',"000 



Minnesota Table of Income Tax Rates 



^If the net annu>dl wage is: 



•The amount is: 



Not Over 
Over $ 
Over $ 
Over $ 
Over $ 
Over $ 
Over 
Over 
Over 



$ 
$ 
$ 



Over %ll 



$500 

500 but ncrt over $ 1.000 

,000 but not over $ 2,000- 

,000 but not over. $ 3^000 

,000 but not over $ 4,000 

,000 but not over $ 5,000 

,000 but not over $ 7,000 

,000 but not over $ 9,000 

;000 but not over $12,500 
..500 



$ 

$ 

$ 

$ 

$ 

%. 

% 

% 



' 8.00 
19.00 
54.00 
112.00 
185.00 
273.00 

- 707.00 



$1,155.00 



plus 
plus 
plus 
plus 
plus 
plus 
plus 
plus 
plus 



I. 6% of such amount 

2.2% of excess over $ 500 

3.5% of excess over $ 1,000 

5.8% of excess over $ 2,000 

7.3% of excess over $ 3,000 

8. 8%. of excess over $ 4,000 

10.2% of excess over $ 5,000 

II. 5% of excess over $ 7.000 
12. 8X of excess over~$ 9,000 
14.0% of excess over $12,500 



9 

* Taken from North Dakota Individual Income Tax Return . 1973. Form 37. 



ititit 



Taken From Minnesota Income Tax Withholding Tables and Instructions 

For Use On and After April 1, 1972 . Dept. of Taxation, State of Minnesota , 

Circular MW-B (Revised 4-72) , , . 

It should be remembered that this is not the complete picture. It does 
not cover exemptions, withholding, penalties, and Interest, or the rules 
for computing the tax itself. Anyone iitterested in exploring these 
should consult the respective State manuals. 
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Table 22. 



DEPARTOENTAL STAFF, HOURS WORKED, AND ^ALARIES PAID DURI^JG FY 1973/1974 



LIBRARY 



Department 



Cataloging 



a. Units Handled/Produced 

b. . Staff (Peopl.e)"'" 

c. Hours Worked 

d. Salaries Paid 

:p X16% of 
d , 17% of d , and / 
- l8% of d^) ^ 

f. Administrative .Costs 
(4% of d) 

g. Operational Costs '(6% of d) 

h. Total Operational Costs 
(d + e + f + g) 

1. Unit Costs n/a 



Acquisitions 



a. Units Handled/Produced 

+ 

b. Staff CPeople) 

c. Hours Worked 

d. Salaries Paid 

e. Fringe Benefits <16% of 
d , 17% of dy, and 

m of dz) 

f. Administrative Cost 
C^% of d) 

g. Operational Costs (6% of d) 

h. Total Operational Costs 
1. Unit Costs n/a 



8, f42 titles ^12,140 vols. 7,671 vols. 

cataloged accessioned added 

14 6 10 

18,624 11,960 8,000 

$52,711 $45,449 $28,275 



$ 8,«33.76 

$ 2,108;*44 
$ 3,162.66 

$66,415.86 
$7.51 per 
title 
cataloged 



14,212** items 
received • 
8* 

12,064* 
$38,180 



$ 6,108.8 

$ 1,527.20 
^ 2,290.80 
$48,106.80 
$3,384 per^ 
item 

received' 



$ 7,726.33 $5,089.50 



$ 1,817.96 
$ 2,726.94 

$57,720.23 
$4.75 per 
vol. 

accessioned 



12.140 vols, 
accessioned 
4 

7,800 
$30,712 



$ 1,131.00 
$ 1,696.50 

$36,192.00 
$4,718 per 
vol. added 



9,142 items 
received 
2 • 
4,160 
$17,200 



$ 5,221.04 $ 3,096.00 



$ 1,228.48 
$ r, 842. 72 
$39,004.04 
$3,212 per 
volume 



$ " 688.00 
'$ 1,032.00 
$22,016.00 
$2,408 per* 
item 



accessioned received 



* ,FY 1972/73 For Bibliographical Search And Order Depts. Combined. 
+ Bodies. Includes Part Time Staff. 

» 

# Incii 'es titles received (orders, continuations , gifts) slides, filmsfcrips, 
records, and cassettes. 
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EXHIBIT r 



TRI-COLLEGE UNIVERSITY • 32J NORTH 4TH STREET FARGO, NORTH DAKOTA 53102 • TELE. 237-504I 



April 25, 1974 



.To: All Library Employees 

From: Robert VI. Burns, Jr., Tri-College Libraries Consultant 
Subject: Enclosed Questiohriafre 



This questionnaire is part of a survey being conducted by the Tri-College 
Libraries Consortia to determine if there are additional areas where 
cooperation can take place. We ere anxious to obtain the views of all 
interested parties. Please complete the enclosed questionnaire and return 
it unsigned in the enclosed envelope to: 

Mr. Robert Burns 

c/o Office of the Director 

mS\) Library 

North Dakota State University 

Enc. 



Oft. ALftCflT ANOCft»OM,COOflCyNATIN<» PMOVOtt 



EXHIBIT 1 



Q UESTIONNAIRE 

The purpose of this questionnaire is to obtain staff reaction tc the 
suggestion, "that all Technical Services functions (ordering, cataloging 
and preparing books for use) in each of ' the t+iree libraries should be 
brought together into one operatiwg unit." Please return all questionnaires 
unsigned by May 4. 



1. I am in favor of one Technical Servlcpi Department for all th ree 
schools. Yes j 1 No CIZ] No Opinion |_J 



2. I atn^ . 

Student T~] Clerical Librarian I I 

Paraprofessional i 1 Other i. I 



3. I work — _ 

Full Time (40 hr. v/eek) 1 I Part Time (1 ess than 40 hr^ week) J I 



4. I have been employed by-.this library — — 

Less than a year | i Betvveen 4 and 5 years I I 

Between 1 and 3 years I I More than 5 years I I 



5. What do you see as the major benefits to be .gained from one cooperative 
processing center for all three Libraries? Please write legibly. Use 
the back of this sheet if you need to. Leave this question blank if you 
can't think of any. 
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EXHIBIT 1 , 



QUESTIONNAIRE (page 2) 

V/hat do you see as the major obstacles to one cooperative processing 
center? Use the back of this sheet If you need |o. Leave this question 
blank' If you can't think of any. 



How and in what other areas do you envision cooperative agreements 
/working within the three Libraries in question? Use the back of this 
(sheet If you need to. Leave this question blank If you can't think of 
\any. 
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EXHIBIT 2 



I 



••A DIGEST OP*THE NARRATIVE REPLIES VRITTEN IN RESPONSE *O^.QUESTI0^ ,5 , 6; AND 7 

" , . ' . •' • ; ■ ' \ ' 

Question, 5 : Uliat do you see the major ^Jeneflts to be gained from' 
one cooperative processing center f or all' thjfee Liwcaries? Please write 
l^ibly. Use .the back of this sheet if you need to. Leave this question 
Mank if you can*t think of any. | , ^' 

Librarians : ^ 

>^ 

"Eliminate duplication (L)f ^matei'^al among the three Libraries - 
TtilSy in turn, would make available more material for circulation. 
Each Library could devote more time to serving its patrons by 
eliminating Techtjical Services departments (nore space for other 
departments)." 



V 

te' p n >» 



"Should be able t<v,be more efficient than ttiree separate pj 
essirg departments. 

May' be able to cut down on the fast rising rate of Inflation by . 
this efficiency. 

Space in the C Library would be gained for other activities by' 
moving processing elsewhere.". - 

"Probably savings in time and money," 

"Faster availability of material if properly run. 
Less duplicate buying. 
Less people involved - I^ess time. 
We would know what the others had." 

"1. Unwanted duplication can be minimized. 

2. Possibility of some type of union catalog -available on each 
campuB so pi^trons will know what is availabTe on each campus. 
If this is not possible, a union catalog in one location with 
telephone connections to each campus and staff to answer 
telephone calls might be a benefit. 

3. Cooperative buying so that each Library can specialize Im 
certain subject areas over and/rfS^e the need?; of an under- 
graduate liberal arts program/ This cou^d be a benefit or 
vice versa depflajdiji on one*|8 viewpoint. 

4. More cffipi^ntus^^ (both /clerical and prof ess ional) • 

5. Standardization of procedb<cs wj>tfld result in Libraries with 
more uip.fona cataloging and classification. 

6. Grant money night be more readily available .to a venture of 
this type. Cooperative ventures are popular these days." 
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Replies. to Question 5 (Con't) 

"Saving of professional personnel time in duplication of 
cataloguing especially." 



c 



'^y answer Is a qualified ohe - Yes, If that dept. were in 
my building I Many times a day I £0 to our Technical Service 
Dept for consultation. More of it coul d^be done by phone » 
however. , ' 

One department should save time and money . It should make It 
easier to cooperate with each other. A joint catalog does not 
show what's in process at each library - only the present holdings." 

"1, Cost cutting; hopefully. 

2. Uniformity in classification among the three libraries making 
for greater ease in u^age.. 

3. A route thru which even mere effective "shared" selection and 
purchasing can be accomplished. 

4^ Greater speed in processing materials (?)." 

"I can foresee a reduction in the duplication of effort per- 
formed in the cataloging and classification of materials, and ' 
also in the area of acquisitions and bibliographic search. 
Furthermore, this may Increase the effectiveness of Inter-library 

loan services." 

<\ 

"It will save duplication of effort for the three schools thereby 
cutting the cost. The time lag betvreen ordering and placing the 
book on. the shelf would be shortened considerably." 

"Initially one would Immediately think of the economies Involved, 
that is, the saving of dollars which hopefully this study of 
the Trl-Qollege Library System will or will not substantiate. 
The uniformity 'of cataloged materials and thus the adaptahlllty 
of such cataloging for computer purposes wi51 be more easily 
accomplished. ^ 
^udio-vlsual materials and the availability of Non-Print Media 
Computer Catalogs such as "TCU Library Cassette Tape Catalog" 
could become more readily developed with centralized technical 
services. In the development and considerations for centralized 

. processing, media materials should also play Its, role." 

"Obviously one processing center Instead of three should be 
theoretically more economical for everybody concerned. ,It 
should reduce if noi;„ eliminate dup^llcatloR of effort. It should 
also in effect reduce the shortage of catalogers I know to exist 
at two, if not all- three, libraries by allowing more specializa- 
tion and an Increase in output' via "mass production"." 

"1. Less duplication of expensive titles resulting in a btoader 
; base of titles because of core avallatrle monies. 
2.. Better utilizatidn of available staff. 

3. More cataloging - 9riginal - of materials that sit for years 
because LC doesn't' catalog It. 
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Replies to Question 5 (Con*t) 

A. Reduction of duplication of effort, 
• 5» Use of more sophisticated boojckeeping methods Justified 
by Vblume. 

6. Spinoff of a bookcatalog. ' 

7. Possibility of a ia;iC/KWOC index to the book collection if ■ 
computerized records." 

"One obvious benefit would be the elimination of many unnecessary 
duplicates in the three collections. Certainly it would be 
easier to avoid them. 

With projects such as the Tri-College Serials list, the now- 
postponed Tri-College A-V list and the possible Tri-College 
Film library project* it is also obvious that the three schools 
are looking in the direction of one Technical Service depC. 
One office thru which to work would make these and other coop- 
erative efforts easier to realize." 

"I see a much better acquisition policy for each school developed 
which will avoid duplication in many areas and help build up the 
strength areas of each library. Also in cataloging possible 
time would be saved in not duplicating original cataloging and 
possibly connecting up with a regional or national system 
would be possible such as OCLC. 

A central processing center would also lend itself to establishing 
and maintaining a union list of books in all three libraries." 

f Paraprofesslonai : ' 

"Ideally speaking* one cooperative processing center for all 
three libraries would help save the cost of unnecessary duplica- 
tion in a time when budgets are being cut and enrollments are 
♦ going down. But - I believe in a type of cdoperation wfiich 
would allow each college to have its own processing procedures 
and share information about items of a certain cost (set a cost 
price) which do nor need to be duplicated In each library. 
Can*t this information be shared without going to the lengths 
of one processing center." 

"Duplication of ordersz-prlor to receipt of book, when the two 
colleges would not know of the other's order until a catalog 
card was sent after the boo!; was received, would be a prime 
advantage ... to avoid the duplication. 

Equipment ouch as labeling machine, could be used full time by 
a skilled typist. Full time "mend4" to tip In plates, etc. 
would be more skilled than student |elp» and the three colleges 
could benefit for this reason. SpeJkal collection care and 
labeling would be easier If a patteln were set up for it, 
according to common needs for items such as education, curricula, 
and other collections. Techniques could be shared if one has a 
better or more satisfactory way of doing something.' 
Clerks used to checking in shipments of books, and verifying 
borders would more proficient than those whose time Is only 
partly so spent now. One college would only need to maintain 
a file foi proof slips. 
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Replies to Question 5 (Con't) 

Pre-sortlng and preparing catalog cards alphabetical Ijr for all 
three colleges wpuld result In the work being done by persons 
more familiar wfth fiJ^lng rules; speed and production should 
^ increase with experience." 

Clerical I 

"One of the major benefits I see is that ail the processing 
would be uniform, which has its obvious advantages. The proc- 
essing costs vould probably be less done on a collective basis 
such as this, and there would probably be less discrepancies 
in processing when there was one central center, especially in 
duplications, etc." 

"As far as acquisitions goes, I can see a great benefit from bne 
processing center. This would, or should, greatly reduce the 
ordering of expensive duplicates and less frequently used media." 

VTime saving factor, plus efficiency. Also I think that if the 

libraries did work together on this it would add dimension to 

their relationships." 

"Its^houLd be financially beneficial to coordinate book holdings 
(preventing duplicates), shipments of books, etc. There would 
be better organization and more specialization, as in cataloging, 
saving time in paper work. Patrons would receive better and 
faster book service between libraries when we all know what is 
available and where. Book ordering and cataloging would be 
accomplished faster out of one centralized office." 

"1. Larger collections of books because of the lack of duplica- 
tion of titles that are not in popular demand and ca:n be 
transported to the patrons 'in need. 
2. Because of the job benefits that are given it the Minnesota 
schools, isthink that N.D.S.U. personnel woald greatly 
benefit in salary schedule and added benefits." 
\ 

"Unduplication." \ 
Student : \ . 

"Kany times materials are not available at the library either 

because they are 1.-! use or are at the bindery. Since the Tri- 
College shuttle service has done much to alleviate 'these problems 
I think central processing would also be a benefit. Excessive 
duplication could be avor'.^cd. Having the materials cataloged 
In one place would ease tue problem of adjusting to the different 
libraries* processes." ' . 

• 

"I can see that it would mean a reduction in the amount Spent for 
personnel in all the libraries, 
j At the same time there would also be uniformity among the 

libraries. There would also Be a reduction In duplications and 
a greater variety of materials to offer patrons." 
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Replies to Question 5 (Con*t) 



••I do not feel that I am (Jualified to answer any of these 
questions sorry. 

"As long as none of the budgets were cut because of the merger, 
it probably would be possible to use time and money more 
efficiently* Would this nean that workstudy assistants from 
all three libraries would work at a centralized unit? Would' 
it cut down on the amount of help necessary? I guess I would 
like to have more information before I say definitely *'yes"." 

*'A11 books will be labeled similarly, which would make it a lot 
easier for someone to understand how to> find books/* 

••All %7ill be classified the same way. Hay make it easier to know 
what each of the libraries have.** 

**I think it would create inany problems to combine all three 
libraries. It woul^ be difficult to determine the location 
of the processing center • It would take more time to move the 
books to and from tie processing center meaning students and 
staff %rill have to wait longer for books to be put into circu-. 
lation. ** 

••None.^* 

••it would be better if each library could prepare its own books 
because it would avoid unnecessary handling but if an efficient 
means could be developed to transport and process the books in 
one process for all three colleges it would eliminate a dot of 
unnecessary overlap ar^ save time and labor. ** 

"I can see the wasted efficiency often as a library asii^tant 
who is Just a student on work study, but t^ie Jobs available to 
students thru the local school library are very important. While 
one center for processing would possibly save money, it would 
make opportunities for work sttudy even harder to obtalvi. I 
don^t believe either the students or administration want that 
here.^^ 

"I see no real benefits - it probably would create a lot of 
confusion." , 

"I think the major benefits would cone from pooling the resources 

of the three colleges. For instance, could spend a terrific 

amount on something they otherwise c6uld not afford to spend 
and all three colleges could use It*" 

"Hopefully, accessibility to each's card catalog. It really 
helps in looking up subject headings In the card catalog. It 
would supplement the other. ' - ' 

Shuttle sometimes takes a long time, especially li the other 
two libraries don't have the book. With the other two card 
catalogs, one could see lomediately what the other two had and 
go from there." 
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Replies to Question 5 (Con' t) 



"Complete cataloging of all books so one knows what books are 
available In the Tri-College." 

• -. • » 

"Efficiency, less redundancy. - • 

Added space to library. 

Cooperation between schools, analysis of methods - improvement 
of facilities and staff." 

"The books ordered could be dispersed throughout the three 
libraries. If only one copy is available It should be available 
to all students until another copy Is purchased. 
Comment: I like the idea of the Tri-College system for ordering 
copies of books not available at my college." 

Question 6 : What do you see as the major obstacles to one cooperative 
processing center? Use the back of this sheet if you need to. Leave this 
question blank if you can't think of any. 

Librarians : 

^ ■- . 

"Distance. 
Variant procedures. 

Two state systems increasingly tied ih"o separate scate-wlde 
systems." 

"1. Different laws governing the three institutions would be a 
major obstacle unless changed through legislative or other 
methods. 

2. Most employees have chosen their place of residence in 
relation to the place they are now working. It would be 
Inconvenient to travel across town to work when one is 
used to walking' to work. 

3. I foresee problems In detertainlng who the employer would 
be. Would It be the Tri-College University, one's present 
employer, or someone else? 

4. What effect night any changes In employer have on tenure, 
faculty status, faculty rank, retirement programs, etc.? 

5. What regulations would govern the clerical staff? Would 
Minnesota Civil Service, North Dakota Civil Service, or 
some other form of regulation be used? 

6. To whom would the processing center staf£ or It's director 
(If there Is one) be responsible? 

7. Cooperative selection and purchasing may tend to strengthen 
each library collection in certain subject areas to the 

detriment of other areas. On. the ^ Campus the science 

collections will probably suffer because ^ I already has 

greater holdings than in this area." 
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Replies to Question 6 ' (Con't) 



"Acquisitions - adopting policies of three institutions. 
Cataloging - decision where should center be based. 
Personnel - need new staff with familiarity in cooperative 
ventures - can we add staff in these days?" 

"State laws regarding a.:c6Untir.g and use of state funds. ^ 
Location of the center. 
Personnel policy problems. 
Maintenance of existing card catalogs. 
Problems with special collections at each library." 

"1. The>at|dling of special collections - as 's Curriculum 

Materials Center where the Dewey Classification System is 
still used, and where there is great variety of format 
and special organizational problems. 
2. Also archival collections; historical; gift, etc." 

"Development of processing time lab. 
Expense of union shelf list. 

Coordination of employment - two states and private institution. 
Legal ramifications o£ expending funds due to state boundaries." 

"Cataloguing details - Each library has Its own special markings, etc. 
Loss of jobs." 

"Can catalogers agree on method of doing the cataloguing - or 
agree on end product. 

Difficult to find location for the center. 

Difficulty of State institutions to get permission to help fund 
this center." 

"Differences in cataloging may necessitate a library's changing 
a number of books to agree with the unified system - e.g., 
fiction." ' 

"Difficult to fit new numbers Into shelf list because of cutterin^ 
used for in-house cataloging, especially in fiction." 

"People afraid of their ^ob^^ 
People afraid of losing autonomy, authority. 
Organization. " 

"Agreeing on procedures and methods. 

Personnel problems - transfers, etc. Some may not want to 
change location. Salaries - Minnesota much higher." 

C 

"I think the one big obstacle Is "my way Is best". Compromising 
doesn't come easy, and- the libraries in the Trl-College arc no 
different. As a member of a Tri-College connnlttee and having 
sat In on discussions of possible Trl-College projects and I 
feel that our biggest problem is learning to do things a new 
or slightly different .way.'' 
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Replies to Question 6 (Con*t) 



.ERIC 



"1. The separation of tech. processes from the home library 
catalogs. 

2. Catalog maintenance. 

3. Uprooting some staff from their place of employment," 

"1. ♦s state-contrplled (and therefore, to some extent. 

Inflexible) procedures. » 

2. Inability of librarians to change their habits. 

3. Legal considerations (that State line...). 

4. Willingness of all three administrations to support the 
endeavor equally. 

5. Possibly, some teaching faculty (those vho like to check 
on their requests and survey recent acquisitions) will 
object to having these procedures removed from their campus. 

6. Meshing staff from the three libraries may take some 
adjusting. 

7. Those who are transferred may be reluctant to leave friends." 

"1. Money - all three schools would have to commit themselves. 
2. Jealousy - who does what, where. Some administrative 
jealousy perhaps, but mainly faculty." 

"1. Provincial attitudes. 

2. Legal strictures. 

3. Lack of pioneering spirit. 

A. Salary and other mundane constrictions." 

"1. Lack of cooperation from participating units. 
2. Trauma to be faced by someone *rt»o will no longer be a 
"chief"." 

•*i*ll bet a major obstacle will be a degree of fear on the part 
of catalogers, et al, that some of them will lose their positions 
when and If centralized processing is effected. No librarians 
at have tenure, for sample. This may result In a degree 

„ of rcslstance^^^perhaps-^argely eubeoiisclous, which could surface 
In the form of Intellectual evasions. I.e., reasons centrali*etf^ 
processing won' t woik .;ell (rationalisations) . 
Another thing that may militate against centralised processing 
Is an occupatlonftl by-product of cataloging: Inflexibility, 
that would work against compromise In some way, perhaps over 
small details, unless a sort of Henry Kissinger approacli Skill- 
fully and diplomatically overcoBMS this. 

Another obstacle would be tfie reduction of acti\a atid ongoing 
conmunlcatlon between the processing department and potential 
patr«n which may decrease the usefulness of the material because 
It will be le^s likely to be tailored to the needs of patrons. 
And, a centralized processing agreement, being difficult to 
develop, once in effect, may be difficult to alter as time goes 
on so that it loses its service-orientation with the passage of 
time. 

So far I have seen great sluggishness in developing cooperative 
agreements and see no reason why this one would be any 'different. 
Perhaps It's that dO far there hasn't been strong leadership 
with authority to carry out actions." 
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Replies to Que<«tlon 6 (Con*t) 



A major effort would be the establishment of a union list 
of holdings for the Trl-College, of all materials In the 
three libraries. ^ 

2. Some conflict will arise witrr the current practice of SU's 
cataloging and classification of periodicals. The trend 
seems to be toward such a practice, especially in the larger 
academic libraries. 

3. Awareness and accessibility may provide problems." 

'^fe would have need for fewer professional librarians. 
A loss of Independence In decision making for each school. 
While the above are real obstacles they certainly can be over- 
come. I believe the cooperative operating unit Is the only 
route to take." 

Par aprof esslonal : " 

"It seems that the staff of the library where the processing 
Cjenter would be located would be almost constantly Involved in 
the unpacking, checking in, repacking and shipping of materials. 
Since the three colleges Involved have quite separate curricula 
It seems unlikely that one processing center would save that 
much In duplication, and much of what is already duplicated - 
among the three Institutions Is necessary due to usage. Perhaps 
It would be more advantageous, especially from thW standpoint 
of eliminating most of the work from one location ^ to form a 
committee Including staff members from the libraries of the. three 
colleges, or persons hired specifically to review the orders 
from the libraries and thus eliminate unnecessary duplication 
In that way. The Trl-College loan system ^s it. Is set up now 
seems to work well." 

"Budget sharing and cost allocation would be very jJlfflcult, but 
not Impossible If- the various collage "rules and regulations" 
were amended to allow for it. 

Not having one's book In one's own l|.brary until It was ready for 
shelving would at first seem difficult. However, It should make 
no difference as a book should not be available to anyone until 
properly classified and ready for the shelf. 

If one library has the room for the operation, and was reimbursed 
for building overhead, it might permit the other two libraries 
to use cataloging area for other needs, end either avoid over- 
crowding or » even new construction for expansion which might be 
needed were cataloging operations kept by each college. 
The physical carrying of books to the two colleges where no 
cataloging was done would be quite a task, and require boXlng 
to avoid damage from weather and handling. 
Some -list of books sent (invoice or packing list type) would 
have to be prepared to accompany books as college would have 
to sign for receipt of volumes delivered to them." 
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Clerical: 



C 




"Gaining initial approval and a continuing commitment from each 
o£ the three college^. 

Obtaining agreement on a location for the facility, and other 
technical problems, such as standardization of procedures. 
Dlffereiiies in pay scales for staff members from the different 
college^" 

"If there would be any positions* lost it would be bad. Student. 
%rlve8' living close to one campus and having to work at another 
vould have the problem of transportation. Deciding who wa& 
going to head the departraents and what procedures to use could 
be a problem. Right now it seems to run smoothly and it does 
seem to be a waste of time and money to get them together." 

"Location 

a. Who will give up precious space f pr this center? 

b. Who will pay for a possible new building or rent for- use of 
existing facility? It seems to be quite difficult to get 
funds from legislature , at least. 

c. How many euployes would be willing to travel to a new job 
site in order to continue working for the peanuts they now 
work for? Not many at . 

d. How many employes would be willing to tackle the Job- of 
packing and unpacking volumes day after day? Some of tl^ese 
are mighty heavy. 

e. Who would buy the trucks needed to handle the transportation 
of materials after processing? 

f. How will mix-ups be prevented? It's hard enough keeping 
track of things in one library. also maintalns| three 
branch libraries which would mean an additional step in 
transportation - or more complex processing. 

g. Where would the records be kept? Processing is not possible 
without them, yet it isn't possible to maintain a library 
without them. Would this mean the creation of a whole new 
set of records? 

h. How much time would be wasted. unpacking new materials, sorting, 
processing, packing again, loading on truck, unpacking again, 
sorting and shelving? Unpacking and arranging materials in 

an orderly fashion is a time-consuming Job* 
1, Can't say X would envy anyone who would have to mak^ a 

living transporting this stuff during a North Dakota winter. 
I say "bah-humbug" to the Idea of a cooperative processing center. 

"Money - couldn't we think of "something" to put our woney Into 
here at this library. Could this be wasted jtlmc and effort on 
everyone's part?" 

"The biggest problem is probably employee-wage differences between 
Minnesota and North Dakota. That would have to be worked out to 
avoid complications, i.e. Minnesota Civil Service and North Dakota 
StatA." 

131 ■ 

119 



It 



Replies to Question 6 CCon*t) 

"J • Time check-outs for materials would have to be the same 

length* Also late fees have the same rules governing collec- 
tions* VTho would utilize the money collected - the college 
collecting or the college from whom the book was checked out. 
2. Crossing state lines with the personnel* Job classifications 
and benefits afforded to ons state employe and not in the 
other state* \fho would be able to work in a Tri-Colleg2 ' 
office and vjho would be on the campus? Would the person on 
the campus have a different pay scale than one in the TC 
office? 

3e Transportation of the books from the TC office to the campuses 

Who? When? How? 
4. Office space availability on any campus or downtown? 
5* Waiting lists of students wanting the sane materials* 
6* Who would pay for materials previously requested? We have 

some orders that are two years old. 
7* How would we handle payments? Would we write the checks 

and have a bookkeeper for TC ot would the respective colleges 

have to do this*** 

**Lo8S of personal contact of cataloguer with college* This cannot 
actually be considered an obstacle. 
Is delivery of books to two places a problem?** 

Student : 

"I don*t think there would be as many duplicate books if they 
were all ordered from one place* If SU doesn't have a book, !!SC 
might hinder Tri-College shuttle for books. 
Also might not employ as many people." 

"Legal problems - can NDSU have operation in another state? Also, 
will do away with student jobs badly needed on NDSU campus unless 
NDSU students will be given samo change as MS and CC students in 
applying for and obtaining jobs "In Technical Services (assuming . 
location will be in Moorhead) and can use shuttle system to get 
there." 

"Staff relations between three libraries may be. a problem. As well 
as elimination of some people's jobs. 

There may be some financial problem, because the colleges are 
in two different states." . " 

"The job of integrating the files and staff of all three would be 
overwhelming." " 

"One major obstacle to it would be the cost of a new /building 
' and in moving into It, vacating the previous precessing centers 

and thereby creating the necessity of remodeling to some extent." 

\ m 

"Many people would be out of jobsl" 
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to Question 6 (Coh't) 

"It may become too impersonal and* inefficient. The way it runs 
' tiov makes it earsier for all of us to watcb*for mistakes' others 
make." • . . , 

"One thing would be a location that would be convenient for all 
three libraries and the people vho would-be. eniployed there. Also, 
is it possible the budget could be ctit back if the funds for ' 
ordering books and hiring help were combined?" 

"It seems this would be a hassle for those who are already doing 
it - if done cooperatively, people from the three colleges would 
have to work there Xtransportation?). If everyone who was . 
required to work there did so, would the facilities be large 
enough to handle increased staff, storage, and processing area? 
Since the colleges already have these facilities, it seems un- 
economical to expand one facility. This money could surely be 
utilized for independent college expansion (thus Tri-College. 
expansion). Instead ot expanding a facility already being done. 
To me it seems a waste of money. 

Sure the expansion would bring the three libraries^ closer together 
in functioning, but why should the Technical Services be incor- 
porated when the libraries* ordering, processing, etc. is 
efficient. 

Also, I feel that this would be a bother for those work-study 
students who aid in these services - Would work-study aid be 
limited to where the facility was located (one college)? Would 
the other college work-study students have to be transported over? 
This money could be used in expanding the collections of the 
three libraries; (And instead of libraries repeating book 
selections p erhaps a cooperative in book-rbuy Intentions could be- 
used among th.e three colleges , instead of having a cet>ti;al 
services." 

"It would be difficult to get books to the /libraries qulctdy 
as opposed to each library having its ow^-jpystemJ It would 
also be hard to finance since there are 'two different states 
involved as well as a private college. ' There would be diffi- 
culties in locating a person who knows what is going on. There 
vould be much more red tape to go through to get to anyone in 
authority. If it doesn't work any better than the Tri-College 
system it won't be worth it." » 

"Where would It be?" ; • 

"I see no point in it. It sounds very impersonal." 

- * 

, "Trying to organize it in the beginning would be chaotic." 

"Division of labor among thp three various heads of the processing 
services in each school so that ther^ is no loss of position 
involved In the change-over. 

Not all three schools have the same system of classifying and 
processing books and how much will they be willing to change?" 
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"Administrative red-*tape would take a lot out of any cooperation 
benefits/' , 

"If student help Is needed^ transportation may be a problem." 

"1. If something is done vrrong^ Which will Invariably happen»^ 
the book, card, or whatever, has to be sent back to the 
Technical Service department. The way things are now, they 
can be fixed right here. - 

2. Won't 2/3 of the people now employed in this area lose their 
Jobs? 

3. Where would the TSD be? CC, MS, r?I? Any of the three will 
be inconvenient for the other ♦wo." - 

"If one school can originally do it fasten , it would^slow down 
the process for them. 
Organization 

Separate collections within schools. 
Enough contact with libraries."' 

(fcestlon 7 i How and in what other areas do you envision cooperative ' 

agreements working within the three Libraries in question? * Use the back of 

this sheet if you need to. Leave this question blank if you can't think of 

any. 

Lj^brarians ; * 

"Film library. S 
Certain types of AV production." ( 

"Space problems. 

MSG needs Foor 3 and 4 to enable new ways of teaching using 
library, etc. 

NDSU needs new library building. v 
Eventually a central storage facility in which seldom used 
materials can be sent should be built rather than expensive 
library structures. 

Combine media education programs into one with personnel 
teaching recruited from all three colleges*" 

"Even greater and more regular communication among catalogers, 
reference librarians , etc." 

"Curriculum Center materials and A-V raaterlaltf could circulate 
among the three libraries. 
Sharing of personnel." 

"I would see subject areas designated for each library which 
would hopefully avoid some duplication and strengthen each area 
more than could be done now." 
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to Que-ition 7 <Con't) 



"The exploration of the exchanging of librarians in various 
departments would be of benefit In many ways* 
Initial investigations thru the Tri^^College Library Committee 
on Media have shoxm that there Is interest in cooperative audio** 

.visual projects; however, the primary reason for further investiga- 
tlon is lack of staff to devote to these projects. 
The Tri-College Center for Media (ikudlo attached) was proposed 
sometime ago; this still continues to have possibilities and is 
uow being done on an informal basis at least partially at 
The area df Library Instruction within the TCU Library System 
also has possibilities; the * Library began ^the development 
of various sl^de and tape programis for suth instruction* These 
have proven to be successful. Now the nex^t step would be to 
develop more specific programs thru cooperative efforts with the 
other libraries." 

"In public services area would be difficult to say except for the 
obvious one of uniform Identification and uniform check-out 
methods and regulations* If something circulates at one, it 
should at the other." * ^ 

"A single library card for the three schools and an automated 
charge system for circulation." 

"There is at this point no telephone communication that I know 
of between the catalog departments of the libraries. It is my 
general opinion that coxnmunication is Important just jon general 
principles that when people communicate more, they are better 
able to work together. Also, I don^t know ^whether there is much 
sharing of Information on reference questions or problems that ; 
come up, although there is interllbrary loan. 
I think it is very important that a complete Union Catalog of 
all materials housed in the three library systems be developed." 

"^1. Depository ^for little used materials. , 

2. Coordination of government documents and serial publications. 

3. Closer liaison with all schools involved in all areas." 



"We already have interllbrary loan cooperation, with selection and 
processing coordination it would make reference, cooperation more 
feasible. Via KWOC lists each depmrtoent would have surer know- 
ledge of what (ref.) books the other had that they did not. 
Can'^t think of further material cooperation*" 



"1. Union lists and catalogs. 

2. Possible exchange of staff members. 
. 3. Cooperative purchasing. 

4. Xk)ntlnued growth and development of all the cooperative 
aervlcejp now being offered." 

% *. 

"Teaching Library Science." 
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Replies to Question 7 (Con*t) ^ ' 

"Disjiays. 

Hours open. • 
More knowledge of the others' resources." 

"A start has been made with serials. The print-out of periodicals . 
is very useful as is the shuttle system already in operation.*' 

Paraprof easlo nal : 

"I would recommend the development c^f reference-bibliographer 
positions (such as those outlined by Gration and Young in Colle^ 
& Rfesearch Libraries . Jan, , 197A) , each of whom would be responsible 
for a broad area (e.g. Social Sciences), and each of whom |rould 
serve all three schools. They vould coordinate both book sel«ctlon 
and reference service for Trl-College librarians and would be a 
significant encouragement to the academic community's -viewing the 
three libraries as an integrated collection." ' ^ 

"Shared librarian time to be able to have experienced professional 
to check filing in the separate libraries' card catalogs. 
Discontinue purchase of new books In an area where the 'particular 
college has nd area of study taught in that discipline. Depend 
on the college for the books on* that subject,* with promise' by 
that college to keep area properly ^^illed and supported by new * 
purchases; if college teaching that "subject" agrees to maintain 
that area of knowledge. , . , . 

Consider transfer (exchange) of books from one college to another * 
on a permanent loan type or agreement if outright reciprocal . 
exchange is impossible, or ^college regulations forbid disposal' 
of property in such a maniTfer (i.e. trade, sale, exchange). 
'* Rather ttwm expand the Tri-Coilegc xei^ox of periodical articles, , 

a more' regular free bus running on the hour between each, two 
colleges, so that students of all thr^c could , then use th^ collec- 
tions in each of the other two libraries." 

■ / ' 

"Special collections availability. ' jr , 
Mor^"at hdme" cooperation recognizing the .necessity to come 
"up to standards". 

Set up other library's perSdnnel." v/ 

* * ■ . » ' 

"it would be- good to see the departments working more closely with , 
.each other (as opposed to one central ^process,ing area) , especially 
in the cataloging of materials.-" 

"I would like -to 'be able to have acfcess to -the two other cdlljeges 
card catalogs. ' . . ; * 

Shuttle service does take a long time. 

It would be nice to have three card catAlogs for researching 
subjects to supplement.^'- • ' , 
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es to Question 7 (Con't) v : . - . 

Clerical : ' < ^ '. 

"I think there should be one uniform library card for" the students 
of all three colleges. Od'ca^ionally, someone froni <jne of the 
cooperating colleges will want to check out a book from this 
library without his college I.D. This cannot be done, since we, 
have no way of checking whether he is a student or not. If all 
students had one uniform. ^*rd to show when checking out books, 
(including part-time students), this would be easier. (Part-time 
students do not receive I.D. cards.)" 

..-•^ A. 

"Having a joint rare books collection. 
^ Joint documents collection (along with UND)." 

"Union catalogue. ^ 
Combined acquisition. 

Merging of the three libraries intp one, either by establishing 
a central library with core reference collections in the campus 
.^branches, or by dividing books among the colleges by subject. . 
This would call for improved transportattion between libraries, 
as browsing ±s an important educational process. Maybe a Tri*- 
College monorail, 

"A print-out of all holdings in Tri-College as we have for period- 
icals would eliminate phone calls and/or sending requests via 
TWX machine." ^ ; 

"1. I favdr continuation of areas In which the libraries are now 
cooperating, these would include the shuttle system, 
computer print-out of serials and periodicals (and A-V 
materials), etc. 

2.. I might ,favor a cooperative effort in acquisitions. This 

would seem to me to be fairly simple thing to implement, with 
most of the work being don^s in each Of the libraries. 

3. Cooperative c> -aloging would be a possibility in some areas, 
though I fee this is an y^rea best left for the catalogers 
to comment t ." /. 

"I think a valuable thing to' do would be a ^professional exchange" 
For a period of, say one or two weeks, librarians of the same 
departments In each librai/y would exchange. It could be a useful 
tool not only in bringing" new ideas into., departments and the 
library, as a whole; but i^ould aid in bringing all three libraries 
•rcloser together." 

Student ; 

"Card catalogs qr mipro^'film of each other's books, records, 
periodicals, etc." 

"Personnel could get together -Administrations need to work on 
nonprofessional attitudes towards employees. Employees are first 
human beings." 

i . , • 
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Replies to Question 7 CCon*t) 



"ilbrary Science program between MS and Concordia, 
keserve? 

Microfilm of card catalogs. 
Publicity of services." 

"The library system of the Tri-College Is already very cooperative^ 
As a stvdent, I have used the facilities at both the other schools, 
and had no problems." » 

"The tjUoes they are open for student use (hours Aid number of hours 
openi)" ,» 



"Ordering new books . 



ir 



"There should be greater use of the three libraries . If it ^ 
changes to a central system it would have to be quicker than 
the Tri-College system works now. It shoul<%i*t take so long." 

"Why not combine acquisitions for all three and JLeave technical 
services in each library. That would avoid duplication in ordering 
although decisions would have to be made as to which library 
would house ^ich new acquisitions." 

i 

* 

"Increasing tlie efficiency of the Trl^-College shuttle. Combining 
card catalogs or using a print-out to show materials available 

'in the other libraries," 

■ ■». ' ■ , 

"Maybe the reason I don't believe in ordering, etc. is because I 
don't believe on relying so much on Inter library loan. I think 
many students when looking for a book and can't find it "don't 
Mother" with inter library loan because it takes time to fill out 
papers, keep checking to see if the book is In, getting It back 
on time, etc." 

"Student print-outs." 
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EXHIBIT 4 



PROCESSING 
DIARY 
STUDY - 

Please keep this slip 
with the book at all tiir.es, 

Please print using 
month, day» year. 



1. Bpok arrives in Library 
Date - Initials 

2. Book leaves Acquisitions 
Dat e Initials 

3/ Book arrives in Cataloging 
Date . Initials 



4. Book leaves Cataloging 

Date_, . Initials 

Co<7.^ents : 



Please return all slips 
to Library Secretary, 
who will forward them 
t to Mr. Burns. 

Moofftcad, /;;i,-,,Ksn;9 55^,5, 
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T E C H W I C A L S E R V I C eT FILES 



I N V E t? T 0 R Y 



TRI-COLLEGE UIIIYSHSITy XIERJUUES 



DATE: 



JBR/UIX: NDSU 

lEPARTMENT : 



1<SC 



CC 



DIVISION: 



FILE NAME: 



ACnVE: 



EUCTIVE: 



rUE LOCATION: 



BGW IS FUE ARRANGED?: 



SISSB OF FUE: 



IF INACTIVE, HC7W LONG?: 



VHAT Docni@n:s are in file?: 



9iK> POLLS mOH/mZS Br THIS FI1E7: 



MBO CREATES/GEIjERATES DATA TO BE ADDED TO FILET: 




WHO (WHICH DEPTJDIVISION) IS RESPONSIBLE FOR FILE? :^ 
FILE MEDITOl^'"- "''^^ P AP£3 

MICRO 

mG^3TIC/M/lCHINE-RaiI3ABLE 



NOTES: 
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EXHIBIT 6 

USE OF quLrto IN' THE CALL ^^;^{B^^R • 



( • ^«to United Sta.e,. Depar^ent Su^, 

1221 ^<>^<Jrl Coapdr, i;)13- 



Po.t. Conn.. CMwn"«d Cl*;!!;^';"' Co"!^""!""- IVct- 

^oci,ii Anthropolojj. oqiI th» 



-■^ n,i, rr-usrei 



ERIC 
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EXHIBIT 7 

CATALOG CARDS ILLUSTRATING THE FILING ORDSR USED 
FOR CORPOR.\TE ENTRIES OF U.S. tJOVERNME'n: DOCUMENTS 



i ooeuMtMn 
couzaiON 

IM «I PCS! 



U. S. Congress. Senate, Committee on Government Opera- 
tions. Subcommittee on Intergovernmental Relation*. 

Iniertiovernniental cooperution act of 1967 and related 
legislation. Hearings, Ninetieth Congress, second ses- 
sion ... Washington, U. S. Govt. Print. Off., 1968, 

V, 530 p. 2S cm. ^ 
Eearlnsi held May 9-29. 19G9 on 8. 458^ 686^ TSSb aod 2961. 

T U.G7li/6:In8/6 



1. IntereoTernmtDtal. fiscal nlatlona— U. S.' t, TlUa 



KF26.G655 1968 
XJbrary of Coogreta 



353.007'25 



6S-61953 



145 
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^ e:?hibit 7 



Page 2 



Y4.G74/6:In8/6/969 



OOCUMfNU 



U S f 'onffi'e^". '^i '^fffe. CommHtcc on Ooveminent Opern- 
't!o,..^ Subcommittee on Intvrgovernmeutal HelattyM. 

Intei"overnmentJ«l cooperaiion act of lOCO and relatec 
U-isbtron. Hearings. Xinetytirbt Congress, nret session .. 
V. S. Govt. Print Off., 1069. 

V. 20i»|>. 24 cm. 1^ 

H,.;.. i..«. heM Sept. iV-lT. ItXX. on ^^'•.'^^'^^'^^-i^^^^^ 
nrt : tf. 2o:i-"«: the Grant «onx'l':i?i'«p 



l<)veruraeotal co6pen»tl«J6 act Af 19C9, 



1. Iniewvrriiiiienlal ! i. l;ill..iP^r. S. I. TUIk 

KF26.GC5r» 1060e ) n5a.007'25 



>LUIC 



14C 

134 



U. S. Congrc.'^. S.natr, Couunlttee on Oovomncul Opaa- 

— i aer.ovcr.nnenral coovainutiun of power Je>:clo^^^^^^^^^^^ 

and enviionmentaV protection act. ncannss, >«nctH.i.t 
Con-rcss, second session on S. 2752 ... Washinston. U. S. 
Got?. Print Off., 1070- 

T. 24cin. 1.T5 (▼.!) , 
Hearins* held Feb. 3- 1^0. 

1 Electric utUltle»-Law a0d lectslatlon-U. S. LlWe. 
I KF26.GG53 1970 363.6'2^973 T(WJ^53l 



Library oC Conjreas 



147 

135 



EXHIBIT 7 

4M»iri<' U.S. Congreta. ^Senate, Committee on &ovemrMfU Operd- 
tiom. Subcommittee on Intergovernmental liei<U\on». 

Inter^Vv nmentalVersonnelTictof 1967. Intercovcnunea- 
lal manpower act of 1967. HcAtin^s. Ninetieth Concresa, 
first session, on S. 603 and S. 1485. April 28, 27, and 23, 
19G7. Waahiivsiton, U.S. Govt. Print OIL 19fi7. 

; T. 814 p. swan. ^ u.cnu/oiixA/m 



1. Ctvtl •errln— 0. S.-~SutBa 2. Orut>4iMld-.-U. S. L Tttle. 
IL Title: loter^remmeoUl maapowar act bt iSift. 

KP26.G655 1967 3W.001 07-61767 
Ubnuy of Coogreai A . 



0 




EXHIBIT 7 



Page's 



A 1 



Y4.C7A/6:F31/14 * . 

sKu-ii-'^ United Slates. Conprress. Senate. Committee tn Govern- 
ment Operations. Subcommittte on Intergovernmental 
Relations. , 

A new fpcleraliwn. Henrln<:s^N»f»cty-third Conyrrcss. fir«t 

jseasion. ... AVnshin-ton, U- S. Gort. Print. Off.. 1973. 
2 T. 24 nil. S3.20 ( t. 1 ) ; S2.33 ( v. 2) 
llitii ln=* liolil FH«. 21-Mar. li1iT3. 

Vol. U «iiutti{ii!t text of the OiJUv of Eonouilc Opportunity'* Na- 
ll«t|i:il niUI-prtTiTt.r p'.nn, flwal year« lOCS-73. 
»Mpr. ft Diw». ro. : V 4.OI4/0: F 13/14 

lj:'lut«T3«n»'mii»*»nr.nl ftjcal relation^*— l*nlted^tai,«.^?2. Economic 
ni«li>t:in<v. |x>Mi*»*tlc— I'nltea St:^te5. . V i; I nlted State*. O(nce''of 
Ki^tiiiwiiU* (>|iiM>rriiiuty. Nation.il aotl-poverty plan, fiscal years 1DG8- 
rj. 1117:1. ><I I. TJri». 

KFia.(;rMr» 1073 353.093 7n-fin2U2 



I.Ihr:ir>- of <V»npv»»« 



73 j4| 



"I 
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EXHIBIT 7 



ll« AT OCSf 



UVS. Ubrary of Conferess. ConEressional Research Serr- 

Property taxation: effects on land use and local pF«^ 
ment revenues; a background study. Prepared for tha Sub- 
comnattee on Intergovernmental Kjl^^V^^' 
mittee on Government Operations, Lmted States beiute. 
WashinRton, LF. S. Govt. Print Off., 19T1. 

M ulk It mie *92d Con^f^s. m sewlon. Coonlttfe l-rtot. 
Include! bibliographical reference*. 

Sunt, of Doc». DO.:V3.»r74/6:T19/2 rw. 
1 Real DroDerty tax— U. S. I. U. S. Conffresii. Senate. Omb- 
mlttef in cJ?e"oment Operations. " Subcommlitee on iDtenom*- 
mental Eelatloni. Title. 

KF6784.L53 336.2'2'0973 ^JSg 



Llbr»ry of Conjrresa 71 c^i 




EXHIBIT 7 



Pagft 7 



r Concortf Uiirary LAC 15755 

U.S. Congress. Senate, Committee on Immigration. 
Report (Washington, Govt print off., 18931 

^ xvii. 279 p. {52d Ccig.. 2d sess. Senate. Rept. 1333) 

Submitted by Mr. Qaodler tltd ordered priitted FebniAiy 22. 1893. 



1. Emigndoo lad ifnnsigrmtion lmw-4J.S. 2. U.S.— Emigradoa tod iramigratioa. 
L Oamdler. Wi'Jiam Eatoo. I &3>- 1917. 



■ O - . 139 
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EXHIBIT 7 



I^*.P96/10:92-H32 United States. Congress. Senate. 

Works. Insular Affairs. , , 

Committee on Public Works and the Committee on In- 
S?iop and Ir^ular Affairs. United States Sens^e, ^l^ety 
«ond Conjrress, second session ... Washington, U. b. 
GoTt Print. Off.. 19T2, 

BtariBSS Mar. 1-8. IdTS. 

-scftai oo. m-uas." 

oo Ittttrtor aod iBiolar Altaln. ILTlua 
KF25.P8 1912 m'-imXi TiHM3» 
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EXHIBIT 8 



Serial No. 12931-2 

U. S. . Congress. Senate. Committee on Labor and Pnblie 
oecuMfMu Welfare. 

OMAiMii Education atiieiidiiients of 1971; repoit on S. 659 ti>- 

. gether with supplemental and individual views, Wa^inj;- 
ton, U S. Govt. Print. Off^ 1971. 

584 PL 24 cm. *{92d Congn^ 1st aesslon. Seaate ficport na 

Supt. of Doca. aa : 82^1: 8.fpb$M * 

1. S^ederal aid to higher education -» S. 2. 'Vocatloaal edoca- 
tloD— -Law aad iegisiaUoo^U. & I. Title. II. Jeile^. U. S. 82d 
Coofreaa^ l«t ftessiou, lOTL Seaate. Report ao. 

KF31.L3 1971a 3M'.73'O760262 7»-«13955 

^ UMBO 

Ubfarjr of Conereoi * 71 Hi 



Smi^ LS. Congress. Senate. Conmittee on Labor ^nd 
Public Welfare. 
The aged and a»ing; a report.. .made by its 
Snbeonr.ittee on problcn*» of the aged nnd aging, 
.pursuant to S. Res. 65 (86th Cong. lat. Sess.) 
At head of title: 86th Cong. 2d. sess. 
Senate Keport no. 1121. . 



o 



U.S. Congress • Senate. Cosmlttee on 
331 .88 Goremment Operations 
102 McQeUan, John LitUe, 1896- , , 

Crime witho-'t punishment (Ist ed.] Now Icrk, 

Popular LibraxT [1962] 
253^ 18t"»- 



1. U Sw Comrets. Senate Select Committee on Improper Ac- 
tlfiles'ln thetSSoTor Manasemeat Field. 2. U. S. Congress. Sen- 
i£ Committee 00 GoTernmcnt Operations. S. Backeteerlnfi-C. S. 
4 TtaUe uulont— U. S. i. Title. 

HDM00.R3U73 ^ 831.8808 62-8523 : 
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EXHIBIT 8 

'Cong. 

F^t^'^'^ U.S. Congress. Senate. Cocmittee on 

GoTemnent Cperaticns* 
•McvNtNt, Reports. Washlngton> U.S. Govt* 

S^TJli, Frlnt. Office, 1966- 

T* 24 CB. 



364.143 U.S. Congress. Senate. Conmittee on Govemaent 
MU McOellan. John Little. ISOft- Operations 

Crime without punishment £lst wl.j New York, Duell, 
Sloan and Pearce (19C2i 

300 pL I!lu9. 24 cm. 



1. U. S. Congress. Senate. Select Committee 00 la.proper Ac- 
tlTtUM In the Labor or Management Field. 2. U. S. Congress. Sen- 
ate. Committee on Gorernment Operations. 3. Ilaclteteering— U. S. 
4, Trade-unions— U. S. L Title. 

HDW90.R3U73 331.8808 62—8523 ♦ 

Library o( Congress |63u5| 



ceufefiM 
HA 



^ U.8* Dept* of State 

?2;o ^* Abii^cTof the returns of the fifth census, showinp tho 

numberof f «e people, the number of slaves, the federal or 
lo^nS^tirnSr ; and the apRieRate of tach county of 
ShSe of^he United States. Prepared f roin the corrected 
the secetary of state to Conpj«s, by Ije^leri. o 
the House of representatires. Washington, Pnnted Dy u. 
Green, 1832. 



51 p. 29 cm. . ^ - 
Photographic faesinile 

l.U.8.-Cenius. 5th. 183a tC.S. DtptoCaUte. 



HA201 1830.D2 
Ubrarr of Coogresa fi^i 



10-S9iO(> 



154 

142 



c 



•OUICTTOt 

HA 
201 

1810B 



U#S» Dept. of state. 

U. & CeMUJi office. 3(1 c^^nsun. 1810, 

A;rjrreKi^te amount of each description of persons within 
the United States of America, and the territories thereof, 
agreeably to actual enumeration made according to law. in 

the year 1810. tWashin^ton, 181^ ^ ^ , « 
pfiotogrephic facsimile, Central Book Co., 
Iwn&ibl, 311x30 cm, Broold^yn, NifwYork. 

Caption title. 

TraDsmltted from the DnMirtmeat of atatt. c/. 1. 00. 



Page 3 



JI. 
236 
1968 
.AS 



1. U. S.— Census. 3d, 1810. 
of itAte. 

HA201 1810B 
Ltbrary of CotisrvW 



2. U. S.— PopuUtloo. I. U. S. Dept. 



U.S. Bepartnent of State 

0, S. Trtaiiu, etc. ^ 

Ti'catifS and other international agreements of the United 
States of America, 1776-1949. Compiled under the dirce- 
tion of Charles I. BeVans. [Washington, Dept. of State; 
for sala b/ the Supt of Docs^ U. S. Govt. Print OIL, 

39 cm. (D«3>L of SUt* yubUcaOoo 8407) 8.30 (r. 1) 

OMrrR^m.-^. 1. MuUlUtenl, 1T«&-1917. "7.2 • til ateral . 
1918-1930, ▼•3. Multilateral, 1931-1945, 

f Oa UGLDl^GS HEE SUELf UST 

L Berai»,,<0>arlea t. 



1. U. 8.— Forelcn retatloM— TratlM. 
1909- a. U.S. DcpL of State, m. Title. 



JX236 1968.A5 
liteary of Concrtnis 



70-600742 
MABC 



o»fi:ic» Adult educetlon. 

cooicnoM U. Se Offce of education. 
... Adult education 

(M U9 Bitimlal attrrcra, 1922/24U ) 

L11LA33 

. Washington, U. S. Govt* print off.^ 1925- 

Adrance sheets from Bleanial snrrej of educarlon la the United 
atatesp 1922/24- ^ 

Issued as BuUetln , 1925, no. 3«: 1927, no. 18 : 1929. no, 23 ; 1931* no. 20, 
diapi zUf Tol* f* 

Tltte Taries: 1923/24. Adolt education for foreitn-boin and natUe UUt- 
ermtes* 

1924/2fl. Pobllc education of aduttx tn the rears 1924-1926. 
1926/28» Adult education a^rtiTitle.) durina tbe bienalum 192^1928. 
192^30, Adult education. 

(Continued on nest card) 

E 29-208 Berlsed 

ir32h^i 
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LIBRARY. 

PUBLIC OOCUMENTS DEPARTMENT 
US. COVtHNMENT Pf»INT:N3 OFFICE. 
WASHING. ON. OC. 20403 




EXHIBIT 9 

DAILY DEPOSITORY 
SHJPPirJG LiST^ 



BEST COPY AVAILABLE 



ilMi 
Ul;lli, 



IN, 



^ "•111.. .'1.1' 



Claims for nonrtcetpt of publications on this list under item nurnbeirs'^ 
prtviously selected Ijy a library must be postmarked withirr Je^^dsys" 
Of tht date of receiving it. (Instructions to Depository Libraries. Re- 
vised September 1967. page 9.) 



^Shipping 



309 



Shipment of 
Kay 8, 197A 



lltinNo. 

11 BC BuI.Ko. 73, Wood Decay In Houses, etc. si rev. ^/7A 

*30c 

140-A(Rev.) C20-73-1I, Housing Starts, Nov. 1973 *A5c 
C22-74-2, Febniary 1974 
C25-74-2, February 1974 
C41-74-3, March 1974 
Cotton Glnnings A20-73-7, April 1974 
Foreign Trade Reports: 
FT 900-74-3, March 1974 
FT 986-74-1, January 1974 
FT2402-74-3, March 1974 
Monthly Department Store Sales, BD-74-2, Feb. 1974 
Official Gazette (Trademarks )Vol. 922, No. 2, May 14,1974 

*$1.25 . 
Handbook H6,Sec.A, supp.9, January 1974 *on sub 
Handbook HS.Sec.B, supp.9, January 1974 *on sub 
FAA Air Traffic Activity, Peak Day and Terminal Area 

Relationships, cy 1973 S/N 5007-00227 *$4.55 
660/2-73-029, >'^thematical Model for Barged Ocean 

Disposal of Wastes, December 1973 *$4.85 
670/2-73-077, Coabined Sewer Overflow Seminar Papers, 
^ November 197a *52.20 

507- A-lM^Carcinogenesls Absrracts Vol.11 , No. 10 , October 1973 

508- H»2TC^elected References on Environmental Quality as It 
^ ^ relates to Health, Vol, 4, No. 5, May 1974 *90c 

Monthly Catalog, April 1974 *$1.35 
Note: March 1974 issue will be sent In a few days. 
Federal Specifications: WM-T»1 765, March 8, 1974 
CFR Title 20, pts.Ol to 399, rev. 4/1/74 *$1.95 
Pub, in Arcfc.lO, Ruins Stabilization In the Southwestern 

United States, S/N 2405-00534 *$2.30 
Manpower Vol.6, No. 2, February 1974 *$1.30 
Timpanogos Cavr Natl. Monument, Utah, rev. 1974 
H-14-B, In Time of Emergency, A Citizen's Handbook on 

Disasters, December 1973 
SC2 No, 165, The Burrowing Sponges of Bermuda, *80c 
Hearings: Market Performance and Conpetition in the 
Petroleum Industry, pt.2. Serial No. 93-24 

OVER FOR SEPARATE SHIPMENTS 



141 
144 



148-B 
260 

314.A 

431-C-l 

431-1-12 

431-1-12 




Class 

A 1.77:73/4 

C 56.211/3:C20-73-il 
C 56.211:C22-74-2 
C 56.21l/2:C25-74-2 
C 56.211/6:C41-74-3 
C 56.239:73-7 
C 56.210: 



C 56.219/3:BD-74-2 
C 21.5/4:922/2 



D 7.6/2:6/sec.A/supp,9 
D 7.6/2:6/8ec.B/supp.9 
TD 4.19:973-2 

EP 1.23/2:660/2-73-029 

EP 1.23/2:670/2-73-077 

HE 20.3159:11/10 
HE 20.3616:4/5 

CP 3.8:974/4 

GS 2.8 :WW-T- 1765 

OS 4.108:20/pt.01-3Sl£/ 
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EXHIBIT 17a 

PLASTIC OVERLAYS USED IN THE CARD CATALOG: NDSU 



MEDIA GUIDE 
SECTION 
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1972 



index to educational audio tapes. 

Hational inforaation Ceater for Efluca- 
lSiS5''io''|ticitional audio tapes, id 
ed.Los Angeles, 1972- 
X, 56& p- 



1 . Ph ono ta pe s-Ca ta log s . 
edication/l-Title 



2.Phonotapes m 
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Biograpiiy 



Ref. 

B5 . 



Biography indexr a cumulative index to biographical mo- 

♦erial in books and magazmes. lY-i 1- ^ - - 

,^1946/Julyl94&-^.-'^ ' 
New York, H. W. Wilson Cc . 

Y 3T CIS* ^ 
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Z5301.B5 >^ 
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PUSTIC OVERLAYS USED IN THE CARD CATALOG: NDSU 



In.fvx 



Ref.. 



- AP Jobnsoiik Robert Owea. 

; Aa index to literature in the Nev 

H67a ■ Yorher.' Metuchen. N. J.. Scarecrow Press. 
• 1969-71. 
I . .3 T. . 22 cn. 



X71-m, 19UO-1955.-C33 Volu=ie3 'iCCa-XLV, 
1955-1970. 

1. The S«v Yorver— Indexes. I. Title. 
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PLASTIC OVERLAYS USED IN THE CARD CATALOG: CONCORDIA 



CASSCTTt 

HM , 

251 Adventures in attitudes. (PHCNOTAPE) 
.A24 Minneapolis, Personal Elynamics, *'1971. 
• 10 cassettes, 1 7/8 ips, 

CONTENTS:— 1. The power of the mind.- 2. 
Hovr to manage your mind.- 3. Generating 
motivation.- 4. Understanding others. - 5. 
-Solving people problens.- 6. Winning recog- 
nition.- 7. The key to inner peace.- 8. 
Building your expectations.- 9. Removing 
confusion and drifting,- 10. Developing 
self-confidence. 

^ (over) 
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PLASTIC OVERLtVYS ySED*IN THE CARD CATALOG: CONCOpIA 
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2811 
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Adrian, Max 

Shakespeare, William, 1.'>G4~1616. 

Henry fhe Foiirtii, part two. iPhonodisc^ Shakespeare 
Recordjn^rSocietjSKS S-213. ,1904, 

8 ff. 12 In. 3^1 rpni. nilcro^irroove. stereophonic, 
btarrlns Mnx Adrihn. Harry Andre\rs. Felii Ajimer, Pamela- 
Brown, name Edith Evans. Richard Johrion. Miles MallMon. Anthony 
Ilr^w>?ir1 ^"{"^ Redojan. with supporting cast; Peter Wood, direc- 
i? Inc.denta! music by Wilfred Josephs; musical supervisor: 

Wevllie Manner. 

' . ■ Automatic sequence. 

'/ /i^"*'*'? I'^^rj r'^^'^ ^ ®- H'^ff'son on container; text of the play 
> I iO!> p.) »aid in. 

. 1. Henfy ir. Kinz of En;:!.i d/l367-141.3— Drama. i Adrian 
Ma.T. n Andrews. Harry. 101 - nr. Aylrner. FHix. n-. P,rown! 

son. m hard. 1027- rn. Malleson, Miles. 1SS8- vm 

QiiayiP Anthony. 1D1.V nc Kedman, Joyce, lOlS- x. 

Wood. Peter, 1027- ( xi. Title. ' ' 

Library of Coogre^ ^ ,1, R 65-200 
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Adrian^ Max 

Shaw^ George Bernard, 1856-1950/ 

Caesar and Cleopatra, iPkoTiodisc^ Cacdmon TKS^S-* 
804, |1965, ^ 

4 i. 12 In. 331 ipm- mlaogrwre. ster«opbonl& 

SUrrlDf Max Adrian. Claire Bloom, and Judtth Anderson, with 
■apportlng cast ; Anthonj Quayle, director. . 
Automatic sequence^ 

Notes on the play by John Gasaner and the author, and text of the 
jUmj (24 p*) laid In container* 

CaeMir. a Jnllns^Draoia. 2. Cleopatra. Qi een of EsTpt, d. 30 
B. c-rrDrama.. X. Adrian, Max. xl Bloom, Claire, 103!- m. 
Anderson, Judith, it* Quayle, Anthony, 1013- t. Title. 
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£0 Adult education* 

Oliver, Leonard P 

ofla di.«^:°[:„' P«f°™„„. Abstract 
III. ,1970. Chicago Dnlversity, 

• 13019L 
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Adult education 

CrlralyJanes E 

Adult education In *:he liberal arts 
colleges. Notes and essays on education 
for adults, no.l7« Brookllne,Mass», 
Center for the Study of Liberal Education 
for Adults,l957, 

1 card. 4x6 in. (ERIC Research in 
Education) 

Collation of the original: 40 p. 

1. AduU education. 2. Education,Higher. 
1. Title. , , 
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^ a\R^'2Y SOCIETY CP NBT VORK •'^ 
' To begin with: 




Item 



22-68 



Series 12. 4 7-61 



Series 62 



1. 
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l^und: Abel 
By: Pharmac 

Tociawith! /liI 

— .. -,. . .. J ' iu ^ u B jKjuiu ' ■■■fi-g " -"las 



Dale. 



7-4-68 



p.o.t 



125133 



Cost 
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• EXHIBIT. 18 

^ ' i 
SBRi;^LS ACQUISITION. CHECK 
■ •* IN FILES ! 



-W^^Vi^i ^^^JV-A Cj^SiT'^'^.f^ -''^ Fnnd: Abel 
^.-P^ HARVARD STUDIES IN CLASSICAL PHILOLOGY p^ji^ 

§f ^^^^ y/?" ^ V/f'? ' 

T^t^^;A: ■ . Tocniwith: d /u£ hL 




Iton i 


Bk. 
Thru 


Dale . 
Paid 
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-30/- 68 


Vol. 72 LJJ -4^ ^-^'7^ 


X 


4-30-68 


118151 


■ $ 9.00 ■ 
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Fund: Abel 



SERIALS ACQL'ISITION CHECK - IN FILES 
C «/ r /2u.'U a^C\ C><^S' 

ANNUAL REVIEW- OF ENTOMOLOGY . . 

^ ic^^u- S b^^^rci. J J a >uH.ual (iL^'^^^r- Entomology 

To begin with: 
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To end with: ^ /u£. 
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EXHIBIT 19 



( Haney society, Sew York: . 
X The Harvey lecturvs, dplivered under tlie nu?pices of the 

3 H:\rveysocietyofNe\vYork ... (V. Ij- ^ 

lOO.VOC- . 
n Phihulelphirt and Tendon, J. B. L'ppincoit company, 1906- 

,2G: Baltimore, The AVilUams & Wilkins company, 102i- 
T. lUus.. plfttrt (pnrt col.) foliL tnbles. diajr^. -'IJ era. 
VoK n and 14 (1017/1S-1018/19) issued In combined ▼olume. 
■ B«;lnnlPs with t. 10 (1020/21) 'ninder the patronage of the Newr 
York ncndeniy of nifdlclne." 
BlhUoprophlw. 

•^e Unrvey lwlur«« ... IndeJC, toIuiu« i t(» ixt": t. 25, p. 211- 

22ri.- Library has: v.6U-*«Te 

l,Me«llclne— Addresses, — — i-^^ 
ilrv»te9, eraays, lecture*. 

R111JI33 _ 
Library of Congress je8r39tli 



MUys, lectures. 2. PJjtbIoIoct— Ad- 

7—2726 



serials holdings notes foiatd in card 
catalog: nosu 



c 



Harvard studies \\\ chussical philol«);;y, e<lited by a committee 
of the classical instructors of Harvurd unirersity. v. 1- 

180O- , 
Caiubridjre, Ilansird university press; tetc.etc., lSOO-19 

V. lllus.. plates (psirt f^ldj \<ot\'».. fiii^iin*. 23 rm. :tnfiUHl. 

•These stu'lit* ar»f pubhilied h^uth<iFiry of Harvard niilvtMity 
ami iir*- *-..i.tril)ntwl ihiettj hy Its InSHlU^rs and Fni.ltiur*^." 
lNri»:x: 

A'ols. \-:*\ ISOfV-l'jSn, In V. '»'-'. 

Library ha.s% ^.\2thr!-ix\<^; 19l6A7,195l/52-s5d^e 



1. Chif-kul plinf.l..;:.v— Collw tinna. I. Harrar.l univHn^ltv. 



PA25.H3 



3-2100 



,a<3hl. 
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EXHIBIT 19 

SERL\LS HOLDINGS NOTES FOUND IN CARD CATALOG *T1 S C 



PA Harvard studies ii\ classical philolo?)', cdUed by a committeft 
25 of the classical instructors of Han arc! university, v. 1- 

H3 1890- i- ■. 

Cambridse, Harvard university press; (etc., etc., 1890-19 

T. lUas.. plates (part fold.) ports., facsims. 23 cm. annual 

"These studies are published by authority of Harrard unUeralty 
and are contributed chiefly by Its tnstructorb and craduates. 
iKncz: 

Vols. 1-50. lSl90-im in ». 52. 



1, Classical philology— Collections. t. Darvard university. 
PA25iI3 **-32l00 
Library of Congress . t^Ui 



^ Harvey society, Xeic York. . 

Ill The Harvey lectures, delivered under the ;iu.<im.i»s nf x\x 

.H33 H.inevsociety of Xew York ... -v. 1,- , 

Philadelphia and I^.mlon. J. W. JjUL.n.cott Joni\>a.T^ I.-O-^ 
Hew York, Academic Press, 195j- 

T iilu*.. plates (part col.) foM tiii.ies. dlnu'rs. 21J cm. 

Vol/ 13 and 14 (101T/l*-101«/iy) issut^jl In c..:i.bined vulutu^. 

FteSnnlns with t. 10 (1020/21) "und^r fhe p^itron.ve i-f the .Ne*v 
York acM demy of medicine. " 

HiMioj;raphie«i. 

IJnr of in#njhpr». T, 1 m ^ *»- „ on 

•^he llni-vt-y lecturer ... I»«lex, vohnue* t l«» icxv : x. p. -ii- 

'^■.Me.licl..e-A.hlre*.s«^. ess«vs It^tun*. 2. niy.U.lo»— Ad- 
«liv»>iu^». «w»ij-ji. lectures. , 1. 11 tie. 

Rin.H?>a ^--'-^ 

IJbrary of Conpr«i!< tO^rTOrJ. 



QB Advances In genetics. v.l- 
431 V. llltts., diagrs. 2Acm. 

Editor: 1947. M. l>^^i'»lt ^ 

1961- E. W. Caspar 1 and J, M. Thoday. 



!• Genetics. I. Dcmerec, Mlllolav, 1895- 
ed. 11. Cssparl, E. W., ed. HI. Thoday, 
J* M. , ed. , \ 
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Harvey society, yeio York. 

The Harvey lectures, delivered under the auspices of the 
Hiirveysocietyof New York... rT. 1,- 
1905/06- 

Phihidelphia and London, J. B. Lippincott company, 1906- 

t26; Baltimore, The Williams A Wilkins company, 1927- 

,^-,J""'v ^^-^^^ ^P*^ "^^ J *'»t>'e!«. diajrrs. 21 J cm. 
Vols. 13 and 14 (IDIT/IS-IOTS/ID) Issued ia combined voluma 
uegir JOB with V. 16 n&20/2U "iind«»r fho 



'•under tho patronage of the New 



2U- 



Begin log with v, ItJ (1&20/21) 
York aci.i'emy of medicine/' 
Bibltosraphlps. 
List of meiuber^t v. 1 

**The Harvey lectures ... /Qdex, volumes r to xxt": t 25, jx 

^'iLr-^. . V Continued on neict carci) 

A ^ dresses, essays, lectures. 2. Physlol- 

ow— Addresses, eajsaya^ lectures. • 

Bin.H33 ^ 7^2726 

Ubrary of Congresa [S2r39n}j 
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.H33 



^_HarT'*y Af.y,Nf»vf York 
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SERIALS HOLDINGS NOTES FOUND IN CARD CATALOG : C < 



Harvard studies in classical philology, edited by a committee 
of the classical instructors of Harvard university, v. 1- 
1890- 

Cambridge, Harvard univei-sity press; [etp., etc.) 1890-19 

T. lllus, plates (part told.) ports,. Caalina^ 23 cm, as^uid. 

•Theae atudles «rd published hy authority ot Eanrard unlversltr 
and are contributed cbleflj by its loBtructori and sraduatea." 
Indkx : 

Vols. 1-50, 1890-1930, In t. S2. 



"1. Classical philology— Collections. x. Harvard unlrerslty. 

-bAnicTTo ^ (Continued on next card) 

PA25.H3 44-^2100 

IJbraij of Coagnat |5Sgh 
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EXHIBIT 20 

Red ^ 

Br^.ntlcy projocc 
Y4.In8/l4:92-46 
< United States. Consress. House. Committee on Interior 

SSS: and Insular Affairs. .Subcommittee on Irrigation and 
»u M oMi Reclamation. . . 

Brantley project. New Mexico. Heaims, ^lnety-5€Cond 
Congress, second sesoioa, on H. U. 5Cyi2 ... Washington, 
U.S. Govt. Print. Oil., 

^ r. 24 cm. FOR HOLC/.VCS 5::C Siii^iJ Li*,;; 

IlearlOKS held la Carlsbad. New Slerlco Apr. 14 
SupL Oi Docs. no. : X 4.IOS/14 : S2-iO 

I. Brantler project- LTlUe. 
j ' KF2r.I529 1972* 346'.73'046a ^"iSiSc 

Library of Congress ' Hi 



C 



Blaclc 

■ — 

Brantley project. 
Y4,In8/l3:B73 

(SawtloB States. Congress. Senate. Committee on Interior 

uitttiM and Insular Affairs. Subcommittee on Water and 
Power Resources. 

Brantley project. ITearinfrs, Ninety-second Congress, 
second session, on S. 50 ... .Tannery 25. 1972. "U'nshington, 
2 S. Govt. Print Off., 1972. 

Ir, 84 p. Ilhi^ 24 cm. 

' Supt of £>oo>. no. : Y 4.1ti8/13 1 B73 

# , 

' 1. Water re<oiirre« developr-MJf — J-ntr and lejl^latlci — P««m 

Valley. I, Title. 

KF26.I549 197S 346'.73'01691 72-601003 

\ ) iURC 
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Brantley project. New Mexico. 
YA.Ir8/l4:92-46 

United States. Congress. House, CoKunittec o;i Interior 
^K,"^ and Insubr Affairs. Subcommittee on Irrigation, and 
isKit »c*( Recltimation. 

Brantley project, New ^lexico. Hearinff, Ninety-second 
Congress, secor.d sescion. on H. R. 50i2 ... Vv^ashmgton, 
U. S. Govt. Print. Off., 197-2- 

Hearins* he!d In Carlsbad. New Merfco Ut^H^*^^'^^- ^i^lDTi f^-^ 
Supt. of Docs. no. : 1 4.IQS/14 : 92-46 

1. Brtntl^r project L Tltie. 

KF27.I529 19r-2a 546'.73'M69 72-601876 

' ' ■ ' *- 

Ubrary of Congre?** .72 t4| 
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Chapter 1 



The Pilgrim Underneath 



'One can only speculate on the next stau of symbolic and ritual crystalli- 
zation and how soon it tvill appear. Yet on this one can be dogmatic. How- 
ever 4iffeTent the rituals-and in t er ac t ion forms turn out-^to be Jrom 
'traditional religion' the demands of the human condition will begin to 
reshape the cultural dimensions to provide effective emotional outlets for 
the fundamental crises of existence both for the individued and the 
group."^ 



Geoffrey Chaucer in the Cqnterbury Tales describes the tradi- 
tion of twelfih-cehtury pilgrims going every spring to iQy places. 
Partly they were driven by religious convictions; but in part they 
were searching for a change of rcfutine, a transformation of them- 
selves, and relief from dis*^ress and illness. They were also looking 
for companionship, and as he describes it, they had a merry tifne in 
their groups. They probably were looking, too, for something more- 
strong emotions which could transport the pilgrim from his mun- 
dane existence and create a unique experience he might cherish for 
a while or even for the rest of his life. And thus, before and after 
Chaucer, men have longed to go on pilgrimages. 

Today we still find jthem going. For many, the old shrines have 
lost their magic. The modem pilgrim has often lost his belief in a 
taint who can help him, \mi his need for the singular exp^ence a 
pilgrimage can give is Still present, although few would admit it in 
these times. A great portioh of today's pilgrims are looking for Strong 

*£. Chappie. Culture and Biological Man. New York: Holt. 1970; a2;!L:_. 
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Moorhrad, Minnesota 



FIRST FLOOR PLAN 



0 ft 10 o 10 is 

CAArHie tCALC 



2D 



EXHIBIT 26c 



T3- 



ni n n M ^o.. ■ , 

. ± 5 IE .J L. U- J-^^ 111 L. _ L^,,, ; 

CATAUOCUEO fiOOKS PK-X ' • 

i4 Li V-U ... fcr™: r-~ _ ' .* n ^ r: T rr r rn T ■ tl r t ^ " ' i 



t:. n 



• r p E ^ l: — t' 



p r"^ n jtj r rj :i vwnm-#w< 

" ' ' U Li- 




1^1 



Jl FACULTY 
T LOUHC£ 



FERIODiCAtS 



-a — a — a — 



SECOND FLOOR PLAN 



CARl. 8. YLVISAKER LIBRARY 
CONCORDIA COLLEGE 
.Moorhead, Minnnsota 



0 9 (0 IS zo 2» 
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EXHIBIT 27 

A* 

COMPARISON OF CUTTER NUMBERING IN LC AND CC 





LC Cutter 








No. on 


CC 


Number of 


Author 


typed cd. 


Cutter 


titles 


Head. Ann 


PZ 


.Ell 


1 


Helnleln, Robert Anson 


PZ 


.E288 


i 


Heller, Joseph 


PZ 


.E314 


1 


Hellmant Lillian 


• .E343 


.£343 


6 


Hemingway ) Ernest 


.E37 


.E5 


55 * 


Hergeshelmer y Joseph 


PZ 


.E66 


5 


Hersey^ John Richard 


.E7715 


.E85 


9 * 


Hicks, Granville 


.1253 


.118 


1 


Hill, Grace* Livingston 


PZ 


12 


1 


Highet, Gilbert 


.1373 


.1373 


1 


Hodgins, Eric 


PZ 


.024 


1 


Holland, Melvin Ned 


PZ 


.0347 


1 


Holmes, John Clellon 


.044455 


.0445 


1 * 


Hong, Edna Hattestad 


PZ 


.052 


1 


Hooven, Herbert Nelson 


.0584 


.0584 


1 


Horgan^ Paul 


PZ 


.06584 


1 


Howard, James H.W, 


.0829 


.0829 


1 



* Need change 

** Compiled Hy Head Cataloger. LC placed 20th Century Fiction Jn PZ until 
recently. 
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EXHIBIT 28 
ABBREVMION'S IN USE: MSG 



C0W-50N ABBR27UTI0NS, SIGNS & SY>SOLS, AND COI-IPLETS SPELLINGS 



( 



condit. 
& imniig. 



Abbreviation 

Abp, 

Antiq* 

Bibl. 

Bio-bibl. 

Biog. 

Bp. 

Bound. 

Capt* 

Cie. 

Co. 

c/o 

Col. 

Conun# 

Cpl. 

Descr. 

Descr. & trav. 
Diet. & encyc. 
Direct. 

Disc. & explor, 
Dr. 
Eccn. 
Emig. 
Esq. 

Etc. or &c. 
F. 

For. rel. 

Geneal. 

Hist. 

Hif;t. & crit. 

Hnos. 

Hon. 

Indus. 

M. 

Mile. 
MM. 
Mme. 
Mr. 
Mrs. 
Ms., MS 
Mss., KSS. 
Mt. 

Manuf. 
N. 

N.W. 

No. 

Period, 
Pol. h. govt. 
Prof. 



Filed as 
Archbishop 

Antiquities < 

Bibliography 

Bio-bibliography 

Biograpty \ 

Bishop 

Boundaries 

Captain ^ 

Compagnie 

Company, or County 

Care of 

Colonel 

Convnerce 

Corporal 

Description 

Description and travel 

Diet- ".aries and encyclopedias 

Dir ries 

D-* ^ry and exploration 
I 05", Docteur, Doktor 
L.^,;no3iic conditions 
Emigration and iirjnigration 
Esquire 

Et cetera (filed as written when in a title) 

Fahrenheit 

Foreign relations 

Genealogy 

History 

History and criticism 

Hermanos 

Honorable 

Industries 

Monsieur 

Mademoiselle 

Messieurs 

Madame 

Mister 

Mrs. 

Manuscript 
Manuscripts 
Mount, or Mountain 
Manufactures 
North 

Northwest (as ont word) 
North, Number, nuniiSro - 
Periodicals 

Politics and goveiuuent 
Professor, Professcur 

- Continued next page - 
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■2- 



Abbrevifttion 



Filed as 



( 



Rev. 

S. 

So. 

3ra. 

Srt". 

Sanit. affairs 
Soc. condit. 
Soc. life & cust* 
St. 

Ste. 
Stat, 
v., vs. 

Xmas 



Reverend 
Saint, South 
South 
Se Flora 

Sefiorita , 
Sanitary affairs 
Social conditions 
Social life and customs 

Saint (in foreign langucges Sa, San, Sanctus, 
Sankt, Sant, Santo, Sao, etc.) 

Saint e 
Statistics 
versus 
Christmas 



(Arrange symbols in science as ^r ritten ) 



Symbol 

Mo 
pH 

RH Factor 



Symbol 

k. (ampersand) 



X 



1 



f-mas 

5 



Filed as 




symbol for Molybden\iin filed as one v;ord) 
filed as one wore) 
filed as one word) 
as one letter word) 



Filed as 

And, et, imd etc. - according to the language of entry 

Norwegian, Danish - og 

Dutch - en 

Latin, French - ct 

German - und 

Portuguese, Italian — e 

Rumanian - si 

Spanish - y 

Swedish - och 

Times, or by ♦ • . 

Plus, or and (See forms of and above) 

Minus 

Divided by 

Equals 

Percent 

Dollar, dollars 
Pound, pounds 
Degrees 
Christmas 
i^aragraph 
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Abbreviation 



Filed as 



Curr. Mat. Coll. 

C.2 

V.A 

pt. 3 

ser. 1 

Xst ser. 

Ref. 

Suppl. 

H.T. 

M.S.C. (red) 
H.C. 



Curriculum Materials Collection 

Copy two 

Volume four 

Part three 

Series one 

First series 

Reference 

Supplement 

Historical texrs 

Moorhead State College (faculty author) 
Historical childrens 
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EXHIBIT 28 
ABBREVIATIONS IN USE: NDSU 



abbrevi.atict;s used on catalog cards 



( 



Months are always abbreviated on catalog cards; the following 
abbreviations are used: 

Jan. April July Oct. 

Feb. Kay ^ug, Nov. 

Mar. June Sept. Dec. 



encycl 



Certain words which occur frequently are abbreviated 
tracings on catalog cards but must be spelled out in 

They ar'^" as follows: 

Antiquities . 
Bibliography 
Bio-bibliojraphy 
Boundaries 
Century 
Commerce 
Description 

Description and travel 
DiCti'onaries 

Dictionaries and encyclopedi xs 
Directories 

Discovery and exploration 
Economic conditions 
Emigration and immigration 
Foreign relations 
Genealogy 
History 

History and criticism 
Industries 
Manufactures 
Periodicals 

Politics and government 
Sanitary affairs 
Social conditions 
Social' life and customs 
Statistics 
Societies 



in the 
full in 



the subject headings. 

Antiq. 
Bibl. 
Bio-bibl. 
Bound. 
Cent* 
Comm. 
Descr. 

Descr. & trav. 
Diet. 
Diet. & 
Direct. 

Disc, & explor 
Econ. condit. 
Emig. & immig. 
For. rel. 
Geneal. 
Hist . 
Hist. & 

Indus. 

Manuf . 
Period. 
Pol. & govt. 
Sanlt. affairs 
Soc. condit. 
Soc. life & cust. 
Stat. 
Soc. . 



crit. 



The names of states are not lo be abbreviated in typing headings, 
They are abbreviated in the imprint of the card, however. 



C 



The following words are abbreviated in the tracings and c.lso are 
abbreviated in typing out the headings: 

bp. illus. 

comp. jt. auth. 

dept. jt. comp. 

ed. jt. ed. 

Gt. Brit. pres. 



suppl. 
trans. 
U. S. 
U. S. S. 
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Abbreviations Used On Catalog Cards: 



Ref. Reference 

Cop. 2 Copy 2 

Per, Periodical 

V. Volume 

p. Page 

lllutf. Illustration 

cn Centimeter 

Archw Architecture 

Chem • Chemis t ry 

Pharin, Pharmacy 

t. Title 



1 



c 



* % ^ 



EXHIBIT 29b 

RUBBER STAMPS USED BY LIBRARY 



ON ORDER - NOT RECEIVED DF'W ^ ' 



( 



This l9 a confirming order. 

ORDER COMPLETE 
Date Initials 



J>VIA. 



VIA AIR MAIL 



LIBRARY RATE 



4cq 



CLASS. 



LIBRARY 



Moorbead Slate College Library 
Moorfiead. Minnesofa 56560 



Moorhearf Slate College Library 
Moorhead. Minnesota 56560 



CHECK ENCLOSED 



APR 8 -PAID 



27588 



c 
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( DOCUMENT NOT AVA'Uli: t rqm £0S,< 



EXHIBIT 29b 



£>c , . ' ' 




MOORHEAD STATE COLLEGE UBRARY 
Periodicals Coildction 



.Department 




APR - 8 W» 



,---.^5.ov.;';*^ots'' 



(stthicriplioi.) 



fiRST : 



APRS 1974 





ERIC 



PERIODICALS 

Moorhead State College Library 
FOR USE IN LIBRARY ONLY 
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PERionicftis. 



EXHIBIT 29b 



^ -"OR BOLDiycS SEE SRELF LIST 



Hull, 



iEFtntficc 



C 
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G 



EXHIBIT 29b 



A» 8 1374 



Annual u>aa 



Circulation DepartEcnt 
•«na,i-<;t'>tc College Libra! 
Uoorhcad. ilinnosota 5o560 



RECORDS BEING HELD 

GIVE TO CIRCULATION ASSISTANT 



v: 



\ 

74 



( 



OnDCR COMPLETE 



CONFIRMING ORDf R 
Do nof send ero't r In vc^.dor 



EXHIBIT 29b 



Invoice » 



CANCELLED 



iKii tomoN ant/ 



. WTbP fife 
DP fi/e 



Dated 



CANCEL O. P. items 
DO .NOT sesrch 



MSC SERfAl 



iris friquertai trst discouniv 
if any. f.-rj:; ■ ■ ;! • •j'n.- 



NOW AVAILABLE 
IN THE LIBRARY 



CONCOROIA SER/AL 



NOSU SERIAL 



ORDER ^D£I /.:.t:.:\:\t 



^'^^ in Li^,:.,, Only ' 



Checked by Ubwry: Data 
NOT tIBRARY /"/.AterilAi 
NOT ORDS.ro By Ub..y 4c;...l.ons Depa....„, 



REVIEWED li\: 



Invoice' MUST BE DATED next 
July 1 or bfer 



ORDERED AMD RECEIVED 

AMERICAN STANDARDS FILE nqj CATA?.6GSD 



'''•nol.„rf,7^j; ORDER 

vendor. ^ 



•SEE ATTACK-/ Or.Dt", SLIP .'Si " ORDERED 



DPO WO. 



Months. 
CA-;rE4 



,„o,. 1 ? v« 5 e 7 „ • '? f'sfluwled that state discounts 

' wc fri one* . _ 



DATE 




^C^^ ON ORDER .- NOl/^ECEIVED 



AoQuialtion LlbraxiLB^t . 
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7 



i 



MOORHtAD STATE COLLEGE LlBRAf^Y 
( MOORHEAD. MINNESOTA 



CHEMISTRr 
DEPT. 



EXHIBIT 29b 



Library or Congress 
'"ard Division 

Bidg. 159, Navy Yard Annex 
IV^shincfton. D C. 20541 



ncrroN 



for complvta conttnts see msfn •ntiy 



For hoUingi im main enrrj 



CGllECTIOiN 



V 



MO0ftM£AO STAT€ COLUfCE Li-' 



WON ■ CIRCULATING 



^SvwKM Coflection 
«5 6 74 



LOOP 



NOW AVAILABLE 



C??rJjLATHS By 



.r-\ 



"orcorrfj; ti;.,.arv 



••'( 
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/ 



EXHIBIT 29b 



MKrotltm id 



M1cfo««rd 



MAP COLLECTION 
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( 



A*' • - 



EXHI3IT 29c \ 

'rubber st^'-ips used by library 



KIT 



/ .1- , 



/ 



'2JC 



Concordia Senal 
APP 2 3 74 



CARL y 



]^0R STATEWL^T Cr i. 



u ^ 



0 
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